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ABSTRACT 

This curriculum guide has been prepared to help 
teachers and school administrators in planning an adequate program in 
the business, office, and distributive education area. It also 
provides, for .students and teachers, a new guide and outline of 
necessary groups of disciplines in their areas of interest. 
Information, methods, and techniques are suggested that may be 
helpful in providing the education needed^ for the norld of nork. The 
first four units contain the major content: (1)- Introduction to 
Business and Of f ice . Education , which includes philosophy, vocational 
function, the role of business education in career education, 
business and office occupational clusters, and other information; (2) 
Developing Business and Office Education Programs, which includes 
requirements for vocational office education programs, policies and 
procedures for developing programs, and business, office and 
distributive education teacher qualification requirements; C 
Areas, which gives total course descriptions for 19 businesj^ 
office education courses; and (4) ' Marketing and Distributif 
Occupations, which includes a philosophy, objectives, traiJ 
course descriptions for Distributive Education I, II, III, 
(along with course subdivisions) , and other information. Units ^ 
6 contain^A list of publishers and educational services companiet 
and a bibliography* (VL) 
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Message from the Superintendent of Public Instruction 



The statutes of North Dakota provide that the Superintendent of Public 
Instruction shall have charge and supervision of the preparation of courses 
of study for the several classes and in the various fields of the public schools • ^ 
(Non-public schools which are or desire to be accredited and classified on a 
basis comparable to that of the public schools must follow these courses of study,) 
We, in accordance witJi the law, develop these study guides and from time to time * 
revise and rewrite them according to current needs and trends. ^ 

For some time business education teachers and students have been hcmdicapped 
in not having a .^current study guide in the business field. This course of study 
=in business education will furnish schools, teachers, and students with a new cmd 



fresh >CTUide and outline of one of the most necessary and used groups of disciplines 
as there^MTe in life. 

We are r^ebted to all the people who worked so diligently and earnestly 
in its compilat^n and completion. Their names appear under Acknowledgments in 

lis publication. JThis bulletin represents the joint efforts of the State Board 
for Vd^tional Education and the Departiment of Public Instruction. 

We tr^^^that this publicatio5^:J*^:ii^erve a§*=an inspiration and help for 
teachj^M and studea£§=fT^^e7 field of public education. 



M. F. PETERSON 
Superintendent of ffublic Instruction 



Message from the State Director of Vocational Education 

The State Board for Vocational Education is pleased in this joint effort 
with the. Departiment of Public Instruction to provide a curriculum guide for 
Business, Office and Distributive Education for North Dakota Secondary Schools, 

c 

The purpose t)f this guide is to suggest information, methods, and techniques 
that may be helpful in providing the education needed for the world of work. It 
is not an attempt to prescribe a given program of instruction. 

The secondary schools in North Dakota have an especially important role to 
fulfill as we know that approximately 80 percent of the jobs in our Nation today 
require less than a baccalaureate degree. It is therefor imperative that all 
educational programs meet the needs of all. students at this level. 

It is my hope that thio guide is of help to the teachers and school admin- 
istrators in planning an adequate program in Business, Office and Distributive 

t ■• ' ' ■ ■ • .. ■ 

Education for North Dakota secondary students. 

Carrot Burchinal 

State Director of Vocational Education 
State Board for Vocational Education 
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BUSINESS ^DUCATON 



\ . PH fLOSOPHY 



In 1961 a rfational coyninittee of experienced business educators gave this 
definition of business education: That area of'sthe educational process which 
concerns itself with vocational, preparation for a business career or vocational 
and professional preparation for a career teaching business, and also with busi- 
ness intormation irr^jortant for every citizen and ccasumer in order that he may" 
better understand and use his business and economic surroundings, * 

From this definition it immediately appears that business education serves 
two purposes: (1) vocational preparation and (2) general business information 
of personal value to all citizens and consumers. • - 

♦ . ^ ( — 

VOCATIONAL FUNCTION 

Business Education was originally vocational in nature, r^d vocational 
preparation continues , to be a prime goal d'f business- education !toj^ay. This ^ 
objective is achieved to varying=. degrees through preparing young people as book- - 
keepers, typists, stenographers, secretaries, clerical workers, mimeagraphers, 
receptionists and for .similar types of employment in offices and stores^ 

It is deemed the vocational phase' of business education is -directed toward 
acquiring skills, icnowledges, abilities, and attitudes impo^jTtfant ir;^ securing and 
serving "beginning" jobs in business. Yet through the business education program 
attention is also given to those factors which seem most likely to encourage, 
prepare and motivate the learner for later assumption of greater responsibilities. 

GENERAL EDUCATION FUNCTION OF BUSINESS EDUCATION 

A basic purpose of business education is to provide business information 
and abilities whicji lay be considered general education, needed by every citizen 
and consumer. Since everyone is a consumer of goods and services provided by a 
business economy, it is important that, everyone have a good understanding of the 
business /World upon which he depends. Business education commonly contributes to 
four areas of general education: consumer information, business and economic 
understanding for intelligent citizenship and common business skills for personal 
use. ^ 

GENERAL OBJECTIVES OF BUSINESS EDUCATION , 

The business education of ferings are aimed^-at achieving one or more of 
eight common objectives. These objectives, are to be found in many business .* 
education handbooks issued by the various, state depairtmen^ts of public education 
and are often specifically set forth in business education courses of study. 
Seldom would any one individu al b usiness subject^^'contribute , substantially to all 
eight objectives, yet each subject may well contribute toward the achievement . o£ 
several, a review of these major objectives of business education helps to give 
understanding of the place of business education in the high school program. 

The vocational objective of business education is^ a distinct educational 
discipline or separate department. . It specifically prepares the student for 
employment in clerical, stenographic, secretarial, bookkeeping, and other office 



Business Education Terms Defined/ printed by Delta Pi Epsilon, natioit^cl honorary 
graduate fraternity in business education, 1961, " .^--"'^ .| 



jobs. In some" cases the offerings provide merely aAininimum preparation for 
seciirin^f^ beginning employment while in Qi^sher cases the student is given a rather 
thor^gh preparation for greater . responsibilities and managerial positions. 

The exploratory objective provides the opportunity for students to gain 
important guidcince information about potential careers in the business world, and 
perhaps actually to try out certain phases of real business work. 

The occupational intelligence objective recognizes that all citizens should^ 
have an intelligent understanding of the various areas of work in which they and 
their fellow citizens earn a living. Business education a.lds in achieving this 
objective through instruction of General Business- and Business Principles, x 

The economic understanding objective is closely related to the occupational 
intelligence objective^yet has much broader Implications for society. The 
statement often is made that most Americans , and «*specially American youth, are 
relatively illiterate economically. But this statement is hardly true'^'a^ it 
applieis to practical aspects of the American business economy as understood by 
young people who have studied various business courses:^ econcxnic understanding 
has become one of the major valid objectives recognized for business education. 

The consumer education^ t)bjective is one peculiarly suited to business educ- 
\ation. Nearly all- c6nsumptioh\is tied to and dependent upon the business economy. 
At the s.ame^ time mfest business definitely is tied to and exists for the benefit 
'*Q^ the conslimer. Thus, consumers^and businesses have a common interest, with each 
being dependent upon the other. The^ successful bi^iness tends to be successful 
becausfe^J-t serves the consumer well. Thus, those who aspire to careers in business 
muat undei:sj:and the consumer viewpoint, and bow best '^o serve the consumer, and 
since the coiim^mer must make discriminating use of services provided by business, 
it is sensible tbsturn to the business education profession for any formal study 
of the knowledge n^^^ded.. 

The personal use objective, like the consumer education and economic under- 
standing objectives, is applicable to the. needs of all youth not just to those who. 
wish to prepare for csureerk in business. The ability to operate the^ typewriter 
and to keep simple but intelligent and effective records is of use to all or near- 
ly all people in their personal affairs. Various business courses are designed 
to preparp.j'^s talents for proper execution of their personal business affairs. 
Probably* typewriting is the one subject most universally recognized as having 
high personal value. ^ , » 

The semi-^VDcationial objective recognizes that many people who may not wish to 
use a peurticular business skill or knowledge as a major or full-time means of 
earning a livelihood may nevertheless be enabled to progress in their chosen pro- 
fessions or occupations through the use of certain b,usiness skills. Quite often 
the re|)9rter, the psychiatrist, the statesman, the research scientist, or the 
novelistXleams shorthand or typing purely for the purpose of achieving greater 
effectiveness in his own professioii.. Business English, business writing, sales- 
manship, and mamy otiier; business courses have special value to people in many 
occupations which are hot considered to be business vocations. The business 
educator specifically recognizes this semi-vo cation eil objective as one. of those 
to be achieved through business education courses.^ 

The college preparation objedzive is one whereby the high school has an 
obligation to give coll6ge-rbound youth s6me background preparation in and know- 
ledge of thai: which is to become their major en^avor as college students. It is 
probable that the skill eureas within the field of business education provide for 
the development'^ of. tools' whereby probable college students may be better pre- 
pared to cope with demands required of them in seeking their education. 
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' \ ' . ' ■ ■ - 

THIS wi^ Believe ABOUT business education in the secondary school* 

... • • ^ 

'\ " . ' ^ .' 1 ■ * ^' 

Major statements 6f the purposes of education in America have identified^^ need 
for business education-. Business educatioji achieves its goals through- 
Specialized -instruction to prepare students for career^ in business. ^ 
\ Fundamental instruction to help students assume their (economic roles as 
consiuners., Workers,, and citizens. ' , 

Background instruction to help students in preparing for professional 
careers Requiring advanced study. ^ 

In an effort to satisfy the needs of all students, secondary schools should. pro- 
: vide sound programs of' business, education that provide instruction for and about 
business. . c ^ : ^ 

% 

WE BeCiEVE THAT. * ' ^ V .-^ \ ■ 

\^ . - .Business education is "an effective program of occupational instruction for . 
secondary students desiring careers in' business. 

. - .Business education has an important contribution to make to the economic 
literacy of all secondary school students. - ^ , • " 

\ . . .Business education is desirable for students who plan programs requiring post- 
secondary and higher education in the field of business. 

Program Development - Careers in Business 

The occupational program should be related to the needs of business. There- 
fore, the business curriculum must be flexible and sensitive to changes in 
business. 

WE BELIEVE THAT 

. . .Every secondary school should provide opportunities for students to prepare 
for careers in business. * ^ 

. • .The time devoted to preparation for business qccupations should depend upon 
the student's abilities, interests, and personal qualities* 

. . .The sequence of learning experiences should be pxonned so that the student 
will achieve his highest occupational competency upon completion of his program. 
. . .Instructional equipment and facilities should be comparable to those found 
in the businesses where students are likely to be employed.' — ^ 

. . .In-school laib^ratories that simulate business conditions can be cm effective 
means of providing business e*ducation. 

. . .On-the-job experience through cooperative Education can be an additional 
effective means of providing business education. 

. . .An advisory committee should be involved in planning programs leading to' 
employment in business. ' 
. . .Certificates of occupational proficiency should be awarded to students who 
develop employable competencies. Proficiency certificates should be recognized as 
evidences of competengy by employers or employment agencies. 

. . •Every secondary school should have, a youth organization for business students. 

★ . ^ . ■ ' ' ■■* ''" .... -• ■- ■ •• : ' ■ • 

A statement by the Policies Commission for Business and Economic Education, taken 
from the Delta Pi Epsilon News, Fall, 1970. ' '^v 
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>les as Consumers r Workers and (Zitizens . 

j> ^ ■ ■ . ..- 

The consumers, workers, and citi-zens should know how to. interpret economic 
5Sues* which affect them and how to jmanage. their economic aMairs efficiently. 

'« ' ■ . ' ' 

E BELIEVE THAT . 

- .opportunities must bejprovided for secondary school students to develop- an ' 
iderstanding of how our business system operates. ' 

. .programs that develop economic understanding should be planned cooperatively 
Lth other departments of the school that are concerned with «^ v?nomic education. - 

. .Any requirements relating to the development of personal and social economi': 
>mpet:encies should be reciprbcally -- recognized by- the re^.p . ct 2 v<? departments of 
le school. - ' ' 0^ • . 

uidance • * ' 

The diversity and comprehensiveness of * the business program requires that 
iidance services be'available to all' students. ' ' 

VE aELIEVE THAT . - ^ r 

v ' ^ ■ . ■ 

. .occupational information and assistance iti interpreting that information ,v 

lOuld be available to all ''students . ' * 

- .Every student should be assisted in establishing an awa^ene^ss= of his' own 

ite rests and c^abilities so that he may plan'his career. v . - *' 

- .The secondary schools have a , direct responsibility to provide, occupational * 
^unseling^ placement, and follow-up of students enrolled in the business 
rograxHs. - -* 

* • 3 

, THE ROLE OF BUSINESS EDUCATION IN CARK CArEER EDUCATION 

%f ^ . • ' 

Business educators cannot hide behind a facade of educational objectives ^ 
hat are not supported by responsible action. Taxpayers, parents, ^nd students 
ire ^deinanding^rtiore from education. They want results. They are not content with. 
ast year's promises and last year's successes. Th'ey -demamd > "What can you do for 
Cs now?" ^iducators are being held^acccuntable. ' • 

a ■■ - , . • V ■ . . - 

Business edilcati on personnel need* to be increasingly sensitive to their 
responsibility to bring individuals to* a spec^-fied level of. offmpetency in the 
ihortest tiine possible.' They need to re-think t.ie role of business education in 
iducation programs. They must recognize those changes wliich are developing in 
lociety, seek to undfers£and the forces behind them, predict th§ consequences of 
•hose cheifigesr and either adjust to them or find yays to modify them. 

Program Criterria ' ' ^ 

■ V ^> ■ ■ ■ • ■■ ■ ■■ • ■ ■ ■ ■ " ■" ' 

The criteria used in evaluating- business education programs, can serve as 
standards for program development. One imj>ortant 'criterion is- thct^Uxnber of per- 
sons served^ About .75 per cent of all students need training for eo^loyment re- 
luirii^g less than a bi^tcalaureate diegree. Therefore, a" wide range of programs 
iust.be provided to serv^^ all types of students: the student dropdut, thft disad- 
vantaged student, the handicapped student who has goals identi^fied with tischnical 
:raihing. Also needed are programs ,for adults who want to learn new skills or 
ipgrade their present skills. — 



A second criterion concerns the relevancy of the occupations for which train- 
ing is ^>rovided«o Present and projected labor market needs, rather than available 
equipment arid available teacher esqiertise within the local educational system, 
should justify the existence of programs.. 

A third criterion involves the nature of the educational e^qjerience. What is 
taught must be directed toward employment. Course content, work experiences, and 
ancillary activities should develop the ' compejbencies employers seek. Business, and 
industry can advise business educators on their needs. 

Provision of educational esqieriences 'that meet the needs of the individual 
is a fourth criterion. Consideration mxast be given to the skills, knowledge , and 
attitudes of each individual when he enrolls in* a program. He should then be 
provided with the experiences he needs to develop his potential. ^ 

A fifth criterion is' the^ application of innovative ideas which have been 
developed through research. The results of research are often lost because they 
are not disseminated. But even when those results are disseminated, they are 
often lost because too many educators lack the time and knowledge to effectively 
plan for change, and many avoid change because of insecurity. 

Articulation ofWucational experiences is another important criterion. 
Greater coordination Is needed, starting at the elementar-; level and continuing 
through the secondary, ^^post-secondary, and adult levels. An overall program 
of career educatjlon inciiides occupational information, orientation, and exper- 
iences. One segment of £he program serves as a springboard for the next segment. 
'Articulation of program is the responsibility of local (education agencies. 

., *> . . * ■ • c 

A realistic program' of evaluation is based on the placement and. petforroance. 
of ^former stud^^^o.' This process requires feedback -rom enployers on the strengths 
and weaknesses of the products of-'^career education programs, and it requires, ^eed^r' 
'*back from' former students on their satisfactions and their unmet needs. - 

The Role of All Educators ' * . , , - \y 

Education for employment is the, role of business education personnel. 
However, . it 'is also the. role ot all educators. The academic educator can utilize 
the occupational -goals of students in teaching'the 3 R's, the fine arts, and the 
sciences. Working togethel:, all educators mold the finished product and help 
shape, tfte future'-'of society. • , 



The need for vocational education can easily be seen from the information 
given in the chart below.* ^ ^ . . « , 
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TAXONOMY QF OFFICE OCCUPATIONS 

Instructional Ccxie Numbers for Office Occipations - 14.0000 

14.01 Accounting and Conputing Occupations 

14.02 Business Data Procession SystonrOccupations 

14.03 Filing, Of f ice Machines Occi^jations 

14.04 Information Camiunications Occupations 

14.05 Materials ^Support Occi5)ations ^ ' \. 

14.06 Personnel Training and Related Occv:patipns , 
;i4.07 Steno, Secretarial and Related Occupations . \ 

14.08 Si^^ervisory and Administrative Management Oca;pations 

14.09 Typing and Related Occupations 

14.99 Other . - ^ 

The taxoncrny of office occipations is the )ood^ of sii)ject matter or 
oanbinations of courses and practical e:^)erience, organized into programs 
of instruction to provide opportunities for pipils to prepare for and 
achieve career objectives in select^ office occ^:pations. . In the instruc- 
tional process substantive content frequently is ocnprised of subject 
mattar ■drawn fr<OT other subject matter areas. Learning experiences are 
designed to lead to enplqyment and/or ' advancement of individuals in 
occi?>ations in public or private enterprises or organizations related to 
the facilitating function* of the office. Inclxaded is a variety of 
activities, such as recording and retrieval of data, supervision and 
coordijiation of office activities, internal and external catim:^rLcation, 
and the reporting of information. Iftider this heading are the itans of 
information which identi:fy categories of career c±>jectivei3 in office 
occupations, and around which coiarses and practical e}?)eriences are 
developed. 

14.0000 OfflQC Occupations v 



0100 ' AdcQunting and Catputing — Planned learning experienoes vrtiich include 

* "Facilitating function," as used in Office Ocoflpaticms Education ^ re^Eers t^ 
, the expediting role played by office occupations ais the connecting link between 
^.|^e production and distribution activities of an argahization. 

' . ' 18 * 



a cxirbination of courses and practical experiences concerned with 
systonatizing information about transactions, and- activiti^ into 
accoimts and quantitative records, and paying and receiving money. 
_ Career objectives are identified witii a variisty of occupational 

o groups and specialization, (as indicated in the Dictionary of 
V , Occijgational Titles) , such as Junior Accoxantants , Bo9kke^>ers, . 

\ Cashiers, Machine Operators, Tellers, and Other Accoionting and 

Ccnputing Occupations. 

0200 Business Data Prcxressinq Systems ^r-- Planned learning e>q)eriences 
which inclxide a coinbination of courses and" practica! e:5)eriences 
doncemed with business data processing systoiis and operations. 
Career objectives' are identified with a variety of occupational 
groups and specialization, (as indicated in the Dictionary of Occupa- 
tional Titles) , such as Conputer and Console Operators , Peripheral 
Bquipntent Ct>erators|;; PrograiritBrs, Systems Analysis, and Other Busi- 
ness Data Processing' Systems QcojpationSi. 

0300 Filing, Office Machine, and General Office Clerical — Planned 
learning e3q)er±ences which include a oonbination of courses and 
y practical experiences concerned with the recording and retrieval of 

data, including classifying; sorting, filing, correspondence, 
reciords; and other. data. Career ctojectives are identified with a 
variety of dccupational groi:ps and specialization (as indicated in 
the Dictionary of Occupatioiial Titles) , such as Dtplicatijig Machine 
Operators, File Clerks, General Office Clerks, and Other Filing, 
Office Machines, and General Office Clerical Occupations. 

0405 Inf ormatioh Connunication — Learning experiences vMch include a 
. oonbination of courses and practical es^jeriences concemed with the 
distribution of information, e.g. , by nail, telephone, telegraph, and 
in parson. Career ciijectives are identified with a variety of 
occi^jatibnal groups , (as indicated in the Dictionary of Occigaational 
Titles) , and specializaticn such as CcramaLcaticai^ysteins Clerks and 
Operators, Correspondence Clerks, liilail and Postal Clerks, Mail- 
preparirig and Mail-handling Machine Operators,.. Messeng^^^ 
Boys and Girls, Receptionists and Information Clerks, and Other 
Information Connunication Occupations . . 

0500 Materials Support OcciJgations ;, Transporting, Storing, and Recording- 
Planned learning ejqjeriences vAiich inclvde a combination of courses 

and practical e;q)eriences concemed with (1) receiving, storing, 

issiaing, shipping, requisitioning, and acoountijig fot stores of 
material or material' in lase; (2) assigning locations and space to 
itans, including verification of quality / identification, oondi.tion 
and Value; (3) the physical handling of items, including binning, 
. picking, stacking, and counting; - (4) preparing or .oomiitting stocks 
for shipment; (5) Inventorying stock; (6) replenishing depleted 
items; and (7) filling orders , o and issuing tools, equipment, or 
materials, to workers. Career objectives are identified with a 
variety of occupational groups and specializations, (as indicated in 
the Di ctionary of .Occupational Titles) ,. Audi as Planning and Produc- 
tion Clerks, Shipping and Receiving Clerks, Stock and Inventory ' 
Clerks, Traffic, Rate, and Transportation Clerks, and Otiier Trans- 
porting, Storing, and'Recording Occupations. 
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0600 Personnel, Training ^ and Related — Planned learning ejq^eriences 
which include a oontoinaticai of courses and practical e^qperiences 
concerned with personnel adndnistration of an organization and the 
facilitating functions of scheduling and conducting clerical work and 
management and operations of organizations • Career objectives are ^ * 
identified with a variety- of ocojpational groups and specialization 
(as indicated in the Dictionary of Qccig)ational Titles ) , such as 
Bducatiohal and Training Assistants, Interviewers and Tests Techni- 
cians Personnel Assistants, and Other Personnel, Training,. :and 
Related^ Oco^tions • ■■ ■ 

0700 Stenographic, Secretarial, and Related — Planned learning activities 
which ' include a combination of courses and practical e:>qperiences con- 
cerned with making, classifying, and filing records, including 
written comruhications . Career objectives aire identified with a 
variety of occi^tional groups and specialization, (as indicated in 
the Dictionary "of Qccig>ational Titles ) , such as Executive Administra- - 
tive Secretary, Secretaries, Stenographers, and other Stenographic, 
Secretarial, and Related Occupations. ^' ' . 

0800 Sipervisory and Administrative Managemt^t — Learning activities anj^L . 

e:q)eriences concerned with* a variety of responsibilities sud yas ^ ^|1). j , 
stucfying policies, organizational structures ^ and administrative** 
practices of such organizations as governmental units, industrial 
firms, and nor^rofit groups; (2) reviewing periodic budgets sub- 
mitted by operations personnel; (3) preparing reports sunrnarizing , ^ ^ 
findings arid reccmnendixig changes in policy, 'organization, and admin- \ 
istration to. line management; (4) consolidating the budget estimates 
and preparing financial reports for consideration and action by ' 
ufpei echelons of management; and (5) supervising and coordinating^ 
activities, determining work procedxares, and assigning duties. 
(D.O.T. No. ) ^ ^ . . 

0900 Typing and Related — Planneg learning activities which include a 
conbination of courses and practiced experiences concerned with 
recording data, supervising and administering typing staffs and 
typing, and managing offices. Career objectives are identified with 
a variety of occi:pational groups and specialization, (as indicated in 
the Dictionary of Occig>ational Titles) , such as Clerk IVPists, Key • 
Punch and Coding Equipnen^ Operators, Typists, and Other Typing and 
Related Occtpatiojis. 1 .1 ^ - - ~ - - — 

1000 Miscellaneous Office (Specify) — Planned learning experiences (not 
elsewhere classified) v^ch include a conbination of courses and. 
practical experiences oonoemed with the facilitating functions, 
e;.g. , public contact such as registering hotel and motel guests, 
examining claims and recmds, and collecting and tracing Jiccounts. 
\ Career objiectives are identified with a variety of occupational 

\^ grovps and specialization, (as indicated in the Dictionaiy of Occu- " r 
\ pational Titles) , such as Collectors, Ifotel Clerks, Clerical Techni- 
cians, Credit Cl^ks, and: other occnpations and areas of special- 
ization concerned with office occupations not listed. or classifiable 
in the^abcve categories; including emerging of fice ocgjpatians not 
classifiable in the above categories, (list D.O.T, Nos.) 

9900 Other, . NEC CSpeclfy) 
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ACCOUNTABILITY: ^EDUCATING STUDENTS FOR 
BUS^JESS AS IT NOW EXISTS 



Just as changes in industry are inevitable as forced by new methods, new 
products new materials research, and automation, changes within the educational 
philosophies are brought about^ by new media, new methods, new objectives, nevj 
student attitudes, and legislative budget controls.. It is currently fashionable, 
for excunple, for the general public to be suspicious of organized^'^and institu- 
tionalized education. A concept is developing which links^ money spent with value 
received in education. Should not some pers^i^or"persons be responsible or 
accountable for this investment? 



Business educators^possess no immunity to this charge. In fact, ther6 would 
be few true profess'fohal .business educators who would deny the general premise 
that they,.^are more accquntable for their performance in the classroom than most 
otier^^teachers. Any reliable accountability system muist include some identifi- 
cation of'th0 students' success following graduation. This identification seems 
roorfe jipparent with business majors than general ediacation. majors; however, 
measuring teacher influences is a most complex and pomprehensive endeavor. The 
concentrated educational speciality of business teachers iricludes the totals 
talents in teaching for maximum occupational^ intelligence, expertnes&'Of skills, 
and a comprehensive appreciation of economics. 

The rationale of business education accown'tafillity is thus supported by the 
role of the teacher in education studejats'^ior busirfess as it is now. 

To Whom Are Busines^'gduc^aiors Accountable? 

A multitude of^ accountable factors cu:e accepted by every business teacher. 
The business teacher is -accountable for his contributions to the total educa- 
'tional outcome. His classroom competence must be synchronized with the total^ 
interrelationship of all instructional influences. He must seek valid and 
reliable ex^idence to sxabstantiate good teaching. This evidence might be secured 
through follow-up studies, visits/?ta businesses enploying graduates, evaluative 
conferences with other teachers and supervisors, and ana,3.ysis of grades. A 
genuine desire to improve cl£issroom performance must be evident. 




Cardinal to this concept will be the business educator's accpunlrSbility to 
himself. Let each business educator resolve to.be the mosJ:^-mcf^ificent teacher 
possible, linited only by his'^in^ develop- and accept, 

a philosophy of partnership with the business-wcJfldy staying constantly informed 
of current research and aware of new business procedures ..and trends. He must 
then make an intelligent interpretation of these business trends for the effective 
transfer to the student. - 



Accountable teaching involves so much more than mere acceptance of the 
responsibility for certain standeurdized grades-earned in some isolated coufse. 
This accountability should be expanded to include the motivation for each student 
to be: - 

__.^r.. Flexible enough to adapt to change. , . 

2. Congenial enough to listen to new and' different ideas. « 

3. Ambitious enough to try a different prbcedure. , 

4. Intelligent enough to be well rocinnered. 
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5. Patient enough to try. again when the first attempt fgiils. 

6. Polite enough to help a co-worker in need. 

,7. Courteous enough to recognize confidential information. : 

8. Proud enough to appreciate good grooming. 

9. Mature enough to accept criticism. 

10. Sensible enough tp vise good judgment. 

11. Loyal enough to wotk overtime. 

12. Optimistic enough to smile. 

Gaides for Accountable Teaching of 'Basic Business and Economic JUndor standing 

Primary to any successful basic business or economic education course is 
the teacher's acceptance of clearly defined objectives for that coiarse. These 
objectives must be relevant to the mode^ economic philosophies and^ loorepver, 
must touch upon tJie business trends of tomorrow. : Sincere acceptance of these 
defined objectives can be the only hope of . developing new student understanding 
and appreciation of economic. freedoms , living standards, and the-^answers to how 
^tJie-wJfld^of business functions. Though these cotarse objectives, the teacher 
can build intelligent student reaqtion to conflicting opinions within business 
and model a student's conception/bf economic responsibility. The teacHer is 
accountable for developing in. his students the realization that they are an r^' " 
integral part of the total economic system rather than mere bystanders. 

Graduate follow-up studies may well serve ais one reliable .guideline in the . 
establishment of improved course objectiives. -Direqt questions can determine the 
economic concepts necessary for success in a graduate's everyday living. 

A wide variety-of teaching methods which are suitable to basic business and. 
economic courses are available. Deliberate experimentation of various tieaching 
metliods -which best accomplish the objectives should be a prime concern. The ' 
learning resiiLts pf class excursions, guest speakers, student committiees, scrap- 
books, supervised laboratories, audiovisual aids, library assignments and student 
buzz sessions should be validated. 

^ Guides for Accountable Teaching In Skills Connpetency 

The teaching, of business occi:^ational skills must be geared to present and 
future business rpractices. In no other area of business education is this fact:ot 
more imporliant. One of the most serious problexhs facing business educators today 
is keeping abreast of new devices and'revised skill requirementis. Skill stan- 
dards based sdlely on publishers and other teacher's comment:8 are insufficient 
to support accountable teaching. Classroom occupational skill stfiindcurds must be 
designed fr&m tihe results of cetreful emalysis of specific job requirements. 
Obviously, tihere is little disagreement in admitting that business educator 
con^etency is the natural and desxred resiiLt of adequate business e^erience. 
Business es^eri^nce must be periodic to be modem, and must be of the caliber 
i4hich can substantiate classroom theory to be relevant. Bijsiness educators are i 
ch£ucged with the' responsibility of synchronizing pccupational preparation .witih 
the^rapidly'.changing technology of this<^day andcC^ime. 

>. " ' • . 

The ultimate goal of tieaching,^ even within the ooci^atio^al skills, is 
development of the total growth of the student. Too great is the temptation to 
devote all energies to the building of words per minute^ and to overlook cm 
opportunity to teach tact; or to teach trams cpiptiori talents, anGl overlook an 
opportunity to teach the value of integrity. ; 

• - ■ . ' ■ ■ 23 , ^ ■ , • 



Stimmttrv ; : ■ p . ^ 

■ ' • 

The concept of accountability shifts attention to the quality of instruc- 
tion/rather them the traditional emphasis on curricula clesign*; The problematic 
portion of the accountability theory involves, the development of objective .cri- 
teria to assess teacher performance. ^Since business educators are directly inr 
voived in occupational education, they aire well within the target center of 
accountable classroom perfortnance. A united accountability theory which includes 
responsibility to the profession, to the student^ to the. schools , and to the 
business world in general is most advisable. * - 

A serious consideration of-^^the main in^lications of accoxmtability and 
educating students for business* ccm be of favorable consequence. When this 
consideration brings forth conclusive thoughts for improved teaching, the edu- 
cator's complacency should becqpe disturbed because he will then question his 
teaching effectiveness. He will be led to speculate and experiment to discover 
a better teaching method. He must be compelled to set the standards for which 
he is held accountable by educating his studeyits' for business., as it now exists. 

CREATIVE CLASSROOM TEACHING IN BUSINESS COURSES 

' ■ ■ ' 

Creative teaching begins with carefully expressed behavioral objectives 
indicating what the. student shoxald know emd be able to "do at the end of each . 
assignment or unif'of study. The differences in the nature of these objectives, 
the varying backgrounds and learning abilities of the students, and the group 
instructional environment cmd loe'dia available will determine the learning 
experiences necessary to achieve the objectives. 

<» Creative classroom teaching becomes a necessity when the instructor accepts 
the social; cultural and economic background^ and the varying learning abilities 
of his students. Optimum learning across the student continuum** can occur only 
when there is a matching of the different kinds of instructional materials .aWd 
procedures with .the learner. A merger of teacher identification with the stu^ 
dent, a thorough knbwledge of subject matter, competency in handling various 
instructional techniques, and pupil effort are necessary if the student is to 
achieve his potential. . * 

varioxas perceptions of subject matter held by the instructor provide the 
basis fof varying interpretations which will permit an open channel for the 
student to discover his own interpretation and to" develop it to his fullest 
capaJijby. Creative teaching requires flexibility in seeing new relationships- 
•or combinations* of ideas in the area of instruction as opposed to .conformity. 
Bach perception needs to be translated and communication skills are needed. 
Creativity is expressed when instructional ingenuity is displayed with meaning- 
ful materials, techniques> eind methods in this -classroom. The teacher must be 
able to develop new instructional materials and biecome acquainted with ctirrent 
educational metKods, technology, research, and experiments. 

A continuing evaluation of the" results is necessary to revise instructional 
'content, procedures, and programs to achieve instructional objectives. 
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ENCpURAeEMENT OF YOUTH QROUPS 



Business students should be enqouraged to join and'^^ecome aciive in youth"""^^ 
organizations related to occupational choice. Membership serves to reinforceV " 
olassroom activity^ deepen career interests r and broaden career goals. Partici- 
pation in club activities enables, members to develop poise , decision-making, 
power's f responsible attitudes,- the ability to speak before groups^ and other 
(jualities of leadeirship. The social activities make it possible for participants 
to experience social growth. 

■ % ■ ' 

Futtire Business Leaders of Ameriga (FBLA) is a national organization for 
* students eiirolled in business subjects. Distributive Education Clubs of America 
(DECA) is the national youth .organization for students enrolled in distributive 
education programs and, who are prepeuring for full-time occupations in the fields 
of marVetingr distributionr ^arid management. Both clubs are active in North Dako- 
ta secondary schools. . 

INVOLVEMENT IN PROFESSIONAL ACTfvrnES 

' ■ ■ ■ 

^ ■ 

Opportunities for the business teacher to profit from, and gain stature in his 
profession are many. For a minimal cunbunt.Jof money, thp busines^N^ teacher may be- 
long to his arear state r regional/ national r and interAational professional organ- 
izations. He may attend and participate In their conferences and conventibhg ^ and 
. receive monthly, quarterly^ aind spQci^al 'prof es^ional magazines and bulletiris. 
Early in his career development years he will find as ^ student that "special jrates 
are available to him in many business education associations. 

' Professional membership alone will, not result in achlevina professional stat^*^ 
ure. Keeping abreast of what is new in educ ation wil 3^ result from systematic 
" readi-ng of professionaJ^H^^jbl i c ALLo iTSr attending meetings and conventions^ ,j^d 
actively participating ^n discussions,- programs,, and workshops. Undoubtedly the 
irtost personal satisfaction results from accepting leadership an.d becoming "ac- 
tively . involved'V in the .decision-makinjg processes of local, regional/^* or state 
orgax>ization^. / a 

' ■ V . . . 

« Oi equal in^ortance is the. fact, that active involvement in organizations ' 
generates a momentum which pervades all of ti\e teacher's profession- relatled ac- 
tivities as a student teacher, eis an organization meinberf . •suidt'. evto as a^ student 
in graduate courses.- ' ^ 

' - ' ■ ■ . ' -y "- • 

0usines8 Education Professional Organlzalion 

^- • ■ y ■ . 

* ^ The following chart taken from the Business * Education Forum denotes the 
. organizational structure o5 national and regional associations for business 
teachers** 

■ ' ' ■ ^ ■• 

* . ■■ 

Pages 21 r 22, 23 and 24 reprinted with permission from Business Education for the 
Seventies , Office of the Superintendent of Ptiblic Instruction, Vocational . and 
Te6Iinical Education Division, Springfield, Illinois , 19^2. 
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NATIONAL BUSINESS EDUCATI<:>N ASSOCIATION 



/ 




STANDING 
COMMITTEES 

Steering . c 
Publications 

Finance 
Nominating 



1 



EXECUTIVE BOARD 




INSTITIiTIONAL DIVISrON 

National Association for 
Business Teacher Education 



RESEARCH FOUNDATION 




United STATES CHAPTER 
International Society for 
Busv^^i^ Education 



REGIONAL ASSQC 
^East|FA-EBEA 



lATIONS 



Southern-SBEA 
North-Central-N^BEA 
Mountain Plains-M-PBEA 
Westernr-WBEA 





H AFFIUATED/iySSOCIATIONS 
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Aldbama Business Education Association 
Aricona lousiness Education Association 
Arkapsas Business Education Association 
California^ Business Education Association 
Catholic Business Education Association-Midwest Unit( 
Chicago Area Business Educdtors' Association 
Colorado Business Education Association 
Connecticut Business Educators Association 
Delaware Business Teachers Association 
FJorida Business Education Association 
Georgia Business Education Association 
'Greater.Houston Business Education Association 
Guam Business Education Association 
Hawaii Business Education Association 
Idaho Business Education Associatiorf 
Illinois Business Education Association , 
Indiana Business Education Association 
Iowa Business Education Association 
Jamaica Business Teachers Group 
Kansas Business Teachers Association ^ 
Kentucky Business Education Association 
Louisiana Business Education Associatioi) 
Maryland Business Education Associatior 
Michigan Business Education Association 
Minnesoto Business Education Association 
Mississippi Business Education Associatipn 
Misiouri Business Education Association 
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Montana Business Teachers Association ' : 

Nebraska State Business Education Association 

^ ... \ 

Nevada (Northern) Business Education Association 
Nevada (Soutt.ern) Business Education Association' 
New Hampshire Business Educators Association 
New Jersey Business Education Association 
New Mexico Business Education Association 
North Carolina Business Education Association ^ 
North Dakota Business Education Association 
Ohio Business Teachers Association 
Oklahoma Business Educatioh Association 
Oregon Business Education Association 
Pennsylvania Biisiness Educators Association ' 
Philippine Secretarial Educators Association 
St. Louis Area Business Educators Association 
Sou^h Carolin9 Business Education Association 
South Dakota Business Education Association 
tennessee Business Education Association 
Texas Business Education Association 
Tri-State Business Education Association 
Utah Business Education Association 
Viri^inia Business Education Association 
Washington State Business Education Association 
West Virginia Business Education Association 
Wisconsin Buslness'^Education Association 
Wyoming business Education Association ' 



EXPERIMENTAL PROJECTS 




Definition of Experimental Projects 

An ejqperimental project shall be regarded as a systenatic and controlled 
teaching activity designed to develop ne^v and irrproved organizational 
or instructional procedures. E>5)erirnental projects refer to deviations 
frcm regular practice which scltools may wish t:o carry out in quest of 
inproveaments in education. 

Approval for Experimental Projects 



All projects undertaken by the school vdiich are experinental, in nature 
itniTst be approve^! by the Department of Public Instruction. The depart- 
merit encourages qualified schools 1:o enter into experiinental projects. 
Wtien the necessary elementzs of the pressed e3q)erimsnt arc within the 
ability of the school, approval will be granted. 

General Criteria , 



1. Capability . 

2. Length of til^ for project 

3. - Preparation of staff ' . 

4. Facilities ^' ■' 

5. credit ' .. 

" a. The s6ope of the oourse oontient must be at:' least witdiin minimum 

standards as used in the regular- courses. 
. . - - ■ ^ ^ / \ ' ' • 

b. Regular* achievement evaluations ^throu^* the use of a valid tiestdng 
program mjst be carried out by use of: ^ ■ 

1) Standardized testis 

2) Conventional- tests . . ^ , 

3) Specialized tests for newer prograins ^ 

c. Plan for follow^i^ studies by conparing pcpil performanoe - 

,1) In advanced courses - ' / • • 

2)- Performanoe in instituticns of hi^ier learning 



d. There may be exceptions from established length of course time, if 
there is sufficient evidence of increased pvipil achievement above 
tha^ normally expected in courses oarpieted in 13 or 36 weeks of 
time. ' 0 

' e. Allow a pupi l to progress to advanced courses on the basis of proven 
" achiev€snent. . 

f • Credits eamec?. in ejqperimental programs, ^3proved by the department 
in accredited high schools , are to be accepts by hij;^ schools and 
colleges. 

Although direct and iirmediate leadership in experimental projects 
should come from the elementary and secondary school principals in viaose 
schools the es^perimentation will jbake place, the general overall 
leadership in experimental projects mu^t be the concern and the respon- 
sibility of the si5)erintendait of schools. ^ ♦ 

D. Typea of Experimental Program^ 

1. VariatioriS"of class schedule 

2. Variations of class size . / 

3. Courses not incl\ided in the 1970 pl^nnirig guide, etc. : 

E. Goneral Guidelines 

r .' ' ■ 

' 4 ■ ■ / • " 

1. Overview of projects. 

a. Brief description of the ooxarse to be offered. 

b. The number of students and intisnded grade levels. 

c. The number of teachers and their acadanic preparation. 

d. " Time-Schedule, (note: yearly approval necessary based vpon merit 

of programs) ^' 

e. Amount of credit to be allowed. 

f . Evaluation-periodic sumnnarization (of weakness aiKVor strengths) of 
project. 

g. Course outlines and guides are to acoonpany courses reported. 
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REQUIREMENTS FOR VOCATIONAL OFFICE EDUCATION PROGRAMS 



Vocational Office Education is a program of study designed to provide 
stiadents with the necessary skills and knowledges for a career, in pff ice occu- 
pations. Naturally, a program of study is made.vp of courses, but no course 
in and of itself^ is a program of study. The skills and kncwledges atypical to 
the btasiness and office occupations are learned in reiirbursed and nonreinbursed 
courses-. Courses vdiich may be reiirburseable through the North Dakota State 
Board of Vocational Education if they are part of, a program of stud/ inclxjde: 
Bookke%>ing II, Clerical Office Practice,^ Data Processing, Filing and Records 
Management, Office Machines, Secretarial Office Practice, Shorthand. I if 
Shorthand II is offered. Typewriting II and Si:5)ervised Coc^)erative Occvjpational 
Experience. 

The skills and knowledges learned in a vocational office education '.pgragram 
are of limited value unless a student has had meaningfu. experience in uti- 
lizing th»2se skills in an office situation. This experience can be gained 
through a simulated or model office, but the cooperative work expierience pro- 
gram is without a doubt the best method for ,a student to obtain the necessary 
experience. Both methods are used in North Dakota secondary sciiools. 

The title of a course alone is not a reliable guide for distinguishing 
vocational office education instruction from non-vocational biasiness edvication. 
A scGOiKiary vocational office education program is established around the Of- 
fice Occi5>ational Qxie groi^jings and possesses certain essential character-- 
'istics sudi as: 

The instruction in the program is directly related t^ bffxc.e__ 
enplqyment c^)portunities. 

An advisory cotmittee is utilized ^in program development and 
implementation. ^ . ' 

There is a specific ccureer objective for each student enrolled 
in- the program. • - ' 

The facilities and equipment used in instruction are . conparable ^1 
to those found in. the particular occvjiation. % -r-' 

Instruction of students is providai to develop job entry skills^ , 
abilities, understandings, attitudes, wbrk habits and cCT"i^®ciation. 

There i& a vocationcOJy qualified instructor who has had experir 
ence in the business office and has take specif ic courses designed 
to help him prepare students for the world of-^work. The specific 
requirements for vocational office education coordinatprs are • \ 
presented in the teacher qualification secticn of this guide.- 

c 

<*' 

It)llcw-i:p and other research reports are wade^ of students &r 
^'olled and those vho have be^ enrolled in vocatixMal office 
education programs. 
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AiT/ hi^ school, regardless of size, may submit a program plication to. the 
State Board for Vocational Education for ocaisideration. ■ The staff inatibers of the 
State Board- for Vocational Bducaticn are very vdlling to assist in the planning 
and developnent of Vocational Office Education Prograisis. 

BUSINESS. OFFICE AND DISTRIBUTIVE EDUCATION 

, TEACHERS QUALIFICATION REQUIREMENTS 

A. Secondary -teachers assigned subjects in grades nine throu^ twelve for accredr- 
itation irust hold a valid North Dakota First Grade Professional Certificate. 
(Section 15-41-25, North Dakota Century Code.) " ■ , 

B. Tfeachers must plan a program for ocntinuing fonnal education. . ' 

C. Secondary teachers must be assigned s\±»jects within their major or minor 
fields of preparation for an accredited classification. (Section 15-41-25, 
North Dakota Century Code.) - . ' 

Department of P\±>lic Instruction Specific Iteguirements for Business and Office 
Education Teachers. 

Business and Office Education teachers must have cdrple^j^a at least the mini- 
nun preparation of 16 semsster hours or 24 quarter hours of business education 
coiirses in college before they can teach in the Business and Office Education 
field. In addition, a teacher shall have successfully ccripleted at least one_ool-- 
lege course (excluding workshops) for each subject assignedc Teachers of Generlal 
Business will be ^jproved if qualified in the field of Business Education i 

\ Department of Public Instruction Specific Requirgtents for Distributive 'Education 
\ Teachers" ] 

\ Distributive Education svibjects only may be assigned to teachers with at least 
a minimum preparation of 16 semester hours or 24 quarter hours of Distributive Ed- 
ucation course work in college. 

S^te Board for Vocational Education BecprLrements for Vocational Dist ributive Ed- 
caticn and Office Education Teachers 

; Stated belot/ is an excerpt from the North Dakota State Plan fcx Vocational 
Edubaticn stating the' requirements for Distributive Education and Office Educa- 
tion Teachers, and coordinators" in schools operating vocational programs. 

\ ■ ' ■ . ■ / . 

1.33'^32 Di.stributive Ed\ication / 
1.33-32-1 Teacher Coordinator - Secondary . / . • . .. 

i. 33. 32-11 Duties . Teacher shall plan and cany out a progran of instruction 
^ which will help students develop oonifitencies needed for the role of an oih- 
plqyee of a distributive occupation or contribute to the enplqyability- of 
yoviths and adults. Part of each program of instruction shall include learn- 
ing e:q)eriences which will help studentfs to beconfi responsible cbnsimers. 
The distributive education teacher-coordinator shall interview the coqpera- 
itive students, find job placeitents for them, anange interviws with pros- 
\pective otplcyers, and place them on the jcb. With the emplcyer, he shall 
develop a training plan for the stuiSents placed. The local teadier-coordi-. . 
nator shall serve as the advisor of the local chapter of Distributive Edu- 
iation Clubs of Anerica. 



1.33-32-12 . Education , He shall have a bachelcar's degree with major or itdnor 
en^iiasis in distributive education ^ * marketing and managenent, including 
professional education courses to qualify to t teach in secondary schools. 
Graduate courses may be included vdth undergraduate work to determine the 
equivalent of major enjiiasis^ in distributive education , marketing and 
management* 

1.33-32-13 E^^rience . He shall have had gainful enployment in one or more^ 
of the distributive occupations. 

1.33-32-14 Approval ^ He shall be approved by the State^ S\jpervisor of 
Distributive Education. 

1.33-35 Office E ducation. , 
1.33-35-1 Secc 



1.33-35-1^ Seccndary; TeadierKkxardinator Education and E^gperienoe . 

In all sdiooL3 operating a reinbursed vocational office educatiai program 
the teacher-coordirator must have earned a bachelor's degree with a major 
in business education and hold a valid North Dakotxi first grade profes- 
sional teaching certificate. In additi^on, .the teacher-coordinator shall 
have at least 2,000 hours (1 year) of successful verifiable Qoci:pational 
experience in a business office. The teacher-coordinator shall have com- 
pleted three professional coxirses of the following nature: The philosophy 
of VDcati6nal education^ coordination of cooperative prograras, and organi- 
zation and administration of cooperative programs. If the instructor has 
not ooipleted the requirements set torth in this section, requirements must 
be' ocfipleted within four'yecors after the begiiming of his teaching care^ 
in an a ppro v ed vocaticmal program. * ^ 

1.33-35-13 Secondary: Instructor Education and Experience . In all schools 
operating a reinbursed vocational off xpe educaticai program,, vocaticnally 
reinbursed courses must be tau^t either by a teacher-coordinator or an . 
' instructor vrtio has earned a bachelor's degree with a major in business . edu- 
cation* and holds a valid North Dakota first grade professional teaching J 
certificate. In addition , instructors shall have oonpleted a ooiarse? in the 
nature of philosc^hy^ of vocational education and have conpleted a miniim" 
of 500 hours of sudcessful verifiable occupational experience in a busi] 

: office. If the instructor has not carpi eted the requirements set forth 
this secticn> requirements must be ccrapleted within four years fron the 
/beginning of his teadiing career in an approved vocational program. 

North CSentral Association of Seoondary School's Requirements for Business Teachers 

North Dakota Seccndary Schools belonging to the North Central Assodation of 
Colleges and Seccndary School^ have additional requirements for Business Education 
Teachers> Ihese requirements inclirie such general criterion as a Baocalaioreate 
degree anc^. meeting the legal standards for teachers in North Dakota plus specific 
Gen^Sal l^paration and Prof essiciial Preparation semester hours of college ooxarse 
work. Also^ Business Teachejcs must have a ininimin preparation of 24 semegter' 
hours in business witii at least ong^ oollege course "in each hi^ school sxjbjeict to 
which he is assigned. ^ ] , 
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, ACCOUNTING I 



(Bookkeeping I), ^ 

Course Description 

The emphasis of this cpurse is on basic principles, cpncepts.i^ and pro-* 
ced\ares of accounting needed by every student to take adveuitage of opportunities 
^ presented by the business world. AJ.so^ there is a rapid increase of business 
using electronic computers and other automated equipment for processing their 
business data and the .accounting st\adent must be prepared to use these newer 
and better tools for handling business information and records. 

1" ■ *^ 

Course Objectives » » 

1. To develop the ability to use a systematic method of recording daily 
transactions of^a business^ 

2. To identify and use common accounting terms which may be utilized in 
daily business activities. ' 

3. To help students to prepeure and in tearpret financial records. 

.4. To develop an understanding of the need for systematic records in the 
management of personal, family, .j^stitutional, and commercial business affairs. 

5. To develop desiriable business attitudes. Work habits, and ideals 
necessary for success in business occupations; such as regular attendance, 
neatness, ^wise use of |:ime, ^follow instructions, accept responsibility, and • 
get along with others. ^ 

32 
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• . . A. • ' 

Sm To 'compare, differences in manual and automated procedures in processing 
accounting data. \ 

' ^7. To develop understandings and skills related to the use of machines in 
recording financial trcuisactions and the use of machines in the electronic 
processing of financial data* 

8. To acquire a foundation for advanced study in accoxmting. 

9. To recognize the influence of government regulations in keeping . 
financial records. 

10. To en2ible students to use basic principles of income tax^ 

11. To develop an vinderstanding of social security ^ insurance ^ and other 
payroll deductions. 

Course Content 

A basic accounting system^ recording and posting the opening entry; debit 
and credit of business transactions affecting ledger accounts ^ journalizing and 
posting business tramsactionsy providing the accuracy of posting^ a trial balfinct.^ 
six-column vrorksheet^ income stahementv balance sheets closing the ledger^ record- 
ing the buying of merchandise on account ^ recording cash payments ^ recording the 
sale of merchandise on account ^ recording cash receipts ^ recording miscellaneous 
entries in the general journal ^ checking accounts and reconciliation of bank 
statements y eight-column worksheet with adjustments ^ financial reports for me r- 
■ chem^ising business^ adjusting and closing entries^ f lowcheurting, data process- 
ing systems; manual and mechanized^ lanit records^ and electronic computers^ the 
combination journal and the petty cash fund^ problems relating to. sales and 
purchases y payroll records ^ payroll accounts ^ taxes and reports ^ fixed assets and 
depreciation y disposing of fixed assets ^ bad debts and valuation ; ol accoxants 
receivable y a cash register accoxinting system^ sales tax and "other sales and pur- . 
chase transactions y notes and interest^ accrued income euid accrued expenses^ 
partnerships y corporations arid cooperatives. 

Course Credit . 

One . 

Course Location ^ . ■ 

11-12 ' . ' 

Course Length 

One y ecu: or 36 weeks for* 180 clfiiss periods. 
North Dakota Secondary Course Code ; 

03050 - I . . - . 
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THE STUDENT LEARNS 



SU60iSTED ACTIVITIES 
AND LEARNING OUTCOMES 



To start an accounting 
system. 

-different types o^f 

business ownership 
-opportunities in 

accounting 
-common accounting 

practices 
-fundamental elements 

of accounting 
-the accounting 

equation 
-the balance sheet 



THE STUDENT- SHOULD ; 

Study examples of single proprietorships 
and corporations. 

Obtain from a current newspaper adver- 
tisement, the title, beginning salary, 
educational requirements, types of work 
to be performed, and procedures used by 
accountants. 

Make a list of things 6wned and owed and 
relate them to the accounting ec[uation. 



Learn the step-by-step process in making 
a balance sheet. . 

..^ . ■ - . . ' . ■ 

Prepare a balance sheet from their, 
personal assets and liabilities. ^ 



/ 



To record and post the 
opening entry and how 
to use accounts; 
-the journal entry 
-steps in recording 
the opening entry . 
-using accounts 
-the ledger 
,-POSting the open- 
/ ing entry to -the 
. ledger 

The debit atid credit of 
business transactions ^ 
-nature of account 

balances 
-transactions' involv- 
ing assets, liabil- 
. ities, and ovmers 
equity accounts 
/ -transactions involv- 
\ ing income and expense 
V accounting 



THE STUDENT SHOULD: ^ 

Understand the relationship of the ' 
balance sheet, opening entry, and the 
ledger. 

Rec<3r3v journalize and prove the t 
tequalitv of debits and credits'.' ^ 



\ 

Tdv journalize and post 
business transactionsNi 
-journalizing cash 
transactions in the 
general journal 



THE STUDE T SHOULD: 



Use the "T" account form for analyzing 
transactions. \ \ 



\ 



Understand the increases' and decreases 
in the various accounts. \ 

■ . - . . \ . . . 

Work different types of transactions 
using; the basic principles of the ^ 
accounting cycle. 

THE STUDENT SHOULD: 



List rules for journalizing in a 
general journal and post the transaction, 
to the ledger. „ 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



-proving the accuracy 
of the cash journal 
entries 

-ruling the general 
journal 

-posting. the general 
columns of the 
general journal 

^posting the special 
columns of the 
cash journal 

-proving the accuracy 
of the cash account 
and the ledger 

-finding and correct- 
ing errprs 



Foot several ledger accounts and 
prepare a trial balance. 

Explain why a triial balance is used. 



To work a project which 
should covers - ; 
-making the openiag 
entry 

-open ledger accounts 
-journalize and post 

transaction^ 
-prepare a trial 

balance ^ 



THE STUDENT SHOULD: 



Work in gax»ups or individually. 

Complete worksheets given only the 
trial balance columns. 



Complete a project covering the first 
four steps of an Recounting cycle. ^ 



,To use the six-column 
worksheet emd prepar- 
ing financial state- 
ments from the work- 
sheet. 

-cuialyzing the six- 
column worksheet 
, -steps in preparing 
the six-column 
.worksheet 

-determining net income 
-preparing the income 

statement from the 

VTorksheet 
-preparing the balance 

sheet from the 
• worksheet ' 



THE STUDENT SHOULD; 

Explain the kind of proof that is pro- 
vided by a trial balcince. 

Give reports on, why financial state- 
ments are important to management. 

Analyze the worksheet, balance sheet, 
and incomer' statement of several dif- 
ferent companies. 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



To close thfijedger 
and complete, the 
accounting cycle, 
-closing entries 
-ruling and bal- 
ancing accounts 
-post-closing 

trial balance 
-completing the 
accounting cycle 



The important aspects 
of banking activities, 
-opening a checking 

account 
-paying by check 
-reconciling the 
bank statement and 
the checkbook 
-petty cash fund 

To process cash re- ^ 
ceipts and cash 
payments. 

-system for the con- 
trol of cash receipts 
-cash receipts 

journal 
-cash TDayments, 

journal 
-cash proof 

To process purchases, 
of nierchandise on 
credi^. 

-syst^ for the con- 
trol. qf purchases 

-the purchases 
journal \ 

-the accounts payable 
ledger ^\ 

-purchases returns and 
allowances \ 

-making payments to 
creditors : \^ 

-schedule of accounts\ 
payable 



THE STUDENT SHOULD; " • 

Balance and rule a different type 
of account,' 

Understand how the post*closing trial 
balance proves the equality of debits 
and credits and prepares the ledger 
for the next fiscal period. 

Beable to demonstrate the r'elationship 
between the balance sheet and the post- 
closing trial balance. 



THE STUDENT SHOULD: 



Correctly complete a check and check st\jb 

Prepare^ a bank deposit slip. 

Develoia an understanding that the petty . 
cash* fund is a. means of making cash pay- 
ments where checks are not praptical. 

THE STUDENT SHOULD: 



Prepare a cash pt^yments journal. 

Prove cash receipt with checks, receipts, 
and the cash register t3pe. 

Understand the necessary materials 
needed to complete a"' cash proof from the 
cash receipts and cash payments journal. 

^TilE STUDENT SHOULD: ' ^' 



Decide which transactions go into the 
purchases joui^hal§. 

^'"^ ■ . ■ * 

Understand th\^ detailed steps in post- 
ing, from the purchases journal to the 
creditor's accounts in the accounts 
payable ledger. 

Understand the reasons for borrowing in 
order to take advantage of a purchase 
discount. 



^Compute discount.' 



36 



35 



\ 



JME STUDENT LEARNS 



^' SUGGESTED ACTIVITIES^ 
'and LEARNING OUTCOMES 



Complete small projects on work covering 
purchases on account and payments on 
account. 



Processing sales on 
credit. 

-system for the con- 
trol of sales on 
credit 

-sales journal 

-accounts receiv- 

' able ledger. 

-sales returns 
and allowances 

-receiving payments 
from customers 

-recording of taxes 
on a sale 

-schedule of accounts 
receivable 



THE STUDENT SHOULD; 

Understand the saving of time and work 
by using a special journal for sales. 

Calculate^accounts receivable from cash 
register^tape information. 

Prepare schedules of accounts receivable, 

Record sales transactions including 
sales tax. 



To prep$ire income 
tax returns r 

-personal returns 



The adjusting and 
closing of books for a 
merchandising business. 

-eight-column 
worksheet 

-making the adjust- 
ing entries 

-preparing the finan- 
cial statements for 
a merchandising 
business 

-making the clos- 
ing entries 

-completing the- 
accounting cycle 



THE STUDENT SHOULD; 

Develop an appreciation for tax 
computation. 

Be able to identify different kinds of 
taxes, various uses of tax revenues, and 
rank ,the types of taxes as to degree of 
fairness with a U. S. Treasury Tax Kit. 

THESTUDEOT SHOULD: ^ 



Understand the needs for adjusting 
entries. 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



To complete a practice 
set for .a merchandis- 
ing business* i 



THE STUDENT SHOULD; - 

Work the practice $et without help 
from a key. 



To record sales tax 
and other sales and 
purchases. 

-charge sales 

-cash sales 

-liability of * 
sales tax 

-payment of sales 

- tax' 

-sales returns 
-other systems « 

To record accounts 
receivable and bad^ 
debts. 

-valuation • 
-estimating bad debts 
-methods of > 

estimating 
-making entries for 
J wifiting- of f bad debts 
-reinstating bad 
debts collected 
-direct write off 
method . 



THE STUDENT SHOULD: 



Understand how taxes ^.^re levied. 



Know how to make 'the necessary 



accounting entries. 



. Understand the need for entries 
involving returns . .. 

5 able/to handle sales tax on retxams. 

THE STUDENT SHOULD: 



Understand th^ need to keep an expense 
in the accounting period in which it 
belongs using the in allowance method; 

See need for using a system relative to 
the size of the t>usiness. .,[ - > 

See the need to^peinstate bad debts 
collected. 



To record depreciation 
and depletion of 
fixed assets, 
-purchase of 
-depreciation and 

depletion 
-methods of depre- 
ciation 
-amount of depre- 
ciation 
-allowance account 
-valuation of - 
-adjustments of 

depreciation 
-as shown on finan- 
cial statements 



THE STUDENT SHOULD: ^ .. . 

Understand the difference between*^ 
deprec flat ion and depletion. 

Learn the different methods' of depre- 
ciation together with the advantages 
arid disadvantages. 

Analyze fixed assets. / ; 
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THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



To record disposing 
of fixed assetsv 

-gain or loss 

-discarding of 

-trading of 

-as shown \,on finan- 
cial statements 

r 

To work a project cov-' 
ering all phases to date. 



To record notes and 

interest. 

-interest on nctas ^' 
-notes payable 
-notes receivable 
--interest income 
-interest expense 
rfike^ounting entries 
-As shown on finan- 
cial statements 



THE STUDENT SHOULD; 

Unders'taiid the journal entries 
necessary for disposition, 

y 

Be able to list disposing of a fixed* 
asset on thie financial statements. 



THE STUDENT SHOULD: 



Complete a project without the help 
of teacher's key. 

THE STUDENT SHOULD: 

Be able to cal'ciilate interest or 'notes. 

\ ..- ■ ■ ,■ . . ■ 

Understand advantages and disadvantages 
of notes. • _ 

Understand legality of notes. 



To record accrued income 
and accrued expenses, 
-accrued income 
-accrued expense 
-entries necessary to 

record 
-as shown on f inanr 
cial statements 



Business data process- 
ing fundamentals. 

^ata processing cycle 
-fmanusd' data process- 
ing 

-mechanical data 

processing 
-pvmched-card data 

processing 

-conunon language media. 



THE STUDENT SHOULD: 

Understand how to calculate accrues. 

Understand the necessity of keeping 
income and expenses in the correct 
accounting period. 

Be able to indicate the relation between 
accrued income and expense to other 
inco^ and expense accounts. 

THE STUbENT SHOULD:^ 



Visit business fizais that use 
computers for data processing. 

Understand the importance of data 
processing to business. 



Give reports on the differejit "b/p^s of 
data proce'ssihg.v 

* ■ ' . -J 

Acdfuiz^ the basic knowledge heeded to 
understand the functions of data process- 
ing equipment. . 



TIME 



3 days 



r 



*> — 



3 days 

4 



4 weeks 



2 days 



THE STUDENT LEARNS 



About ocirtnerships. 
-formation 
-opening entry 



SU6QESTED ACTIVITIES 
AND LEARNING OUTCOMEl 



THE STUDENT SHOULD: 



Understand the partnership agreements and 
-recording salaries and* why, they may agree to certain\terTOs. 

interest to partners ' ^ \ * ■ 

-split of -profits Understand the advantages aiid dr^advan- 

-as shown on finai^ tages of partnerships. 

cial statement^ ^ .. 
-nebessary adjusting 
-and closing entries 



Be able to make entries necessary* to 
peculiarities of partnership accountii^g. 



About corjporations 
^ and cpoperatives . 
-formation 
-accounting entries 
"-new accounts 
-fi^nancial ^stateraent^ 
-capital' statement 
. -dis'tribution >>f 
di^^idends 



A project involving a 
comprehensive set with 
corporation accounting. 



About the^in^iVtdtr^ 

and family. 

-use of journal 
-financial statements 
-income tax data 



Be able to make adjuslM^g and closing 
entries . ' ' 



THE STUDENT SH OULD : 

• 



0 S • 

Understand advantages and disadvantages 
of corporations and cooperatives. 

Hake entries for distribution of profits. 

Undersfiarld stocks an'd be table to read 
and interpret stock market listings. 

Understand the difference between 
markej: price and book price of .stocks. 

- Understand the differences between a 

single proprietorship, partnership, co'r- 
^:,^ration, and cooperative. 

THE STUDENT* SHOULD:' 

Be able to work the project without the 
help of "teacher's key." - 

THE STUDENT SHOULD: . 

- f 

^ ^ . ■ ;' ■ \ 

Understand accounts peculicur to individual 
and family accounting. 



2 days 



About professional 

accounting. 

^ -use of journals 

-financial statements 
-iiicony* tax infor- 

' mation — 



THE STUDENT SHOULD: 

Understand accounts peculiar to 
professional accounting.. 



EKLC 



2 days 



About agricultural- 
account ihg. 



''TPIE STUDENT SHOU^JD: 
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j SUGGESTED Activities 

TIME THE STUDENT LEARNS ' " ANb LEARNING OUTCOMES 

-cash basis , Understand accounts peculiar to 

^ -accrual basis accounting for farmers, 

-income tax data / 

-financial statements Understand difference, advantages and 

disadvantages between cash and accrual 
. ^ method. 

TEACHING sueeesTioNs 



1. Present the new topic before assigning it to be read. 

2. Ask questions skillfully, avoiding "ytisV^or "nb^' responses unless "why" 
follows. 

• / ^ ^ & ^ ■ 

3. ETncourage everyone in class to participate each day. 

4. Avoin assigning "busy work** and requiring, students to work "lockstep." 

5. Acquaint students with process of recording transactions by using flow charts. 

6. Visual aids should be used throughout the course J The chalkboard and over- 
head projector can be used daily. Bulletin boards and posters effectively 
illustrate points. Students' work may be displayed. ; Timely filmstrips and 



iwotion pictures are valuable. 



7. The students who complete the basic assignments ma^, as a special project, 
set up an accountinjg systejn for a typical local business* 

8. Field trips, eepecially to a bank or business with comiiuters,: are of great 
interest. Talks by businessmen about their accounting procedures and looal 
surveys also add to accounting knowledge. / 

9. One or tw:> practice sets will enhance accoun^ng instruction. 

lO>sSlow students need not complete all problemst^ in each chapter. 

il. Above average students should be . challenged by additional problems 
and practice sets. ■ l 



POSSIBLE BASC TEXTBOOKS 



r 



Bcrfxr,iin, Lewis D., Swanson, Robert M., Carlson, Paul A., Forkner, Handen 7.., 

q ntury 21 Accounting , First-Ygar coufse,' South-Western Publishing Co., 1972. 

Freeman, M. Herbert. Hanna, J. Marshall/ ralrn, Gilbert, Accounting 10/12, : 
Gregg Division/McGraw-Hill Book Coptpany, 1968. - . / 
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ACCOUNTING II 



(Bookkeeping II) 

Course Deacription 

Accotintlng II provides the student with an opportunity to develop, a -deeper 
knowledge of accounting procedures and techniques utilized in solving business 
problems. This course is definitely vocational in nature. After two years of 
study, the accounting student should be able to initiate and keep a singfle entry 
or double entry set of books. He shoiiLd have had experience in manual and auto« 
niated data processing procedures in processipg accounting data. He should have 
had the opportunity to analyze managerial problems using accounting information 
aa a tool. 

Course Objectives 

The objectives for Accounting II are a continuation and extension of those 
given for first-year acco>juiting. Any of the advanced hig^i school texts develop 
suitable topics. Although practice in procedures is important^ even greater 
stress should be given the thought processes of analysis, interpretation, and 
synthesis. 

■ ■ ■ ■ / ^- ■ ■ ■■■ ■ 

Course Credit / 
■ _— ^— — ^ 

One- / ■ 

Course Location , " 

11-12 
Course Length 

One year or 36 weeks for ISO class periods 
North Dakota Secondary Course Code \ 

03050 - II 42 



TIME 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



1-2 weeks. To. review the accoxinting 
cycle, 

- -debit and credit of 
a transaction 

-analyzing/ joumaliz- 
ing, and posting 
transactions 

-using, different jour- 
nals and ledgers 

-the trial balance 

-work sheet 

-making adjustments 
on "lEhB . worksheet 

-preparing the income 
statement and balance 
sheet 

-making the adjxasting 

and closing entries 
-capital statement 



THE STUDENT SHOULD; 

Be able to analyze, joumcdize, and post 
most of the transactions of a single prop^ 
rietorship into a combination joumsd 
and other journals. 

Understand the need for different types 
of journals in a business. 

Understand the need for adjxistments on 
the work sheet. 

Prepare all of the financial papers from 
the work sheet, / 



1-2 veeks Departmental accounting 

-depcurtmental purchases 

journal 
-department purchases 

returns and allowances 
-petty cash fund 
-bank statement 
-department sades re- 
turns and allowances 
-department cash 

receipts 
-depsortment fincinciad 

statements ' 
-statement of gross 
profit 



THE STUDENT SHOULD; 

Be able to establish and replenish a 
cash fund for a department. 



petty 



Understand the need for financicd state- 
ments in a department. ^ • 

Be able to prepare the financicd state- 
ments^ for a department. 



\ 



1 week 



Payroll Accounting ■• 

-payroll deductions 

-time cards 

-payroll register 

-employee's earn- 
ings record 

-journalizing 
the payroll ' 

-en5)loyer"s pay- 
roll taxes 

-reporting and 
paying payroll 
tcuc liability 

-payroll bank 
account 



THE STUDENT SHOULD; 

Understand the current trends and enqploy- 
er-employee responsibilities involved in 
payroll tax <leductions. 

Understand the use of the payroll time 
cards and payroll register. 

Be able to calculate the amoimt for each 
deduction from an employee's salary. 

Be able to complete a payroll register. 
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THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



Accounting for bad debts 

-calculating for bad 
debts by the allowance 
method and the direct 
write-off method 

-adjusting entry for 
bad debts expense 

-writing off an uncol- 
lectable account 

-collecting a bad debt 



THE STUDENT SHOULD: • 

Understand the reason for using an allow- 
ance for bad debts account instead of 
writing off the bad debts when they be;- 
come uncollectable . 

Work problems using ea ch of_ the methods 
of calculating the bad det^ts expense. 

Know how an uncollectable account affects 
accounts receivable and profit. 



Accounting for depre- 
ciation and depletion 
of fixed assets. 

-calculate deprecia- 
tion by the straight 
line, declining bal- 
ance, and sum-of- 
the years digit 
methods ^ 

-prepare records of 
fixed assets 

-record depreciation 

-discarding , selling , 
and trading a fixed 
asset 

-depletion of 
fixed assets 



Be able to make the entry to adjust bad 
debts at the end of an accounting period. 

THE STUDENT SHOULD: 



Understand the causes of depreciation. 

Correctly calculate depreciation using 
each method. ^ ^ * 



Be able to find the bbok value of a 
fi-xed asset. 

Understand why it is important to record 
depreciation. 

Be able to make the correct entry to record 
depreciation expense. 

Be able to calculate the gain or loss on 
the disposal of a fixed asset. 



Know which fixed assets should be depre- 
ciated and which will deplete. 



Accounting for accrued - 
income and accrued . 
expense. / 
-adjxasting, closing, 
and reversing entries 
foj^^-accrued. income 
-adj lis ting, closing, 
I and reversing entries 
for accrued Expenses 



THE STUDENT SHOULD: 

Be able to record adjustments for accruals 
in the adjiostments columns of the 
worksheet- 

Be able to prepare the adjusting entrier, 
for accrued income and then prepeure the 
necessary reversing entries. 



Know the effect of the accruals on the 
Income statement and balamce sheet. 



TIME 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



1 week 



Accounting for prepaid 
expenses cuid income re- 
ceived- in advance. o 
-prepaid expenses re- 
corded as assets 
-prepaid expenses re- 
. corded as expenses 
-income collected in 
advance' recorded as 
liability 
. -income collected in 
. advance recorded as 
income 



THE STUDENT SHOUto; 

Understand the effect of failing to 
record accrued items at the end of each 
fiscal period. 



3 weeks The formation cUid oper- 

ation of ; a partnership, 
-articles of 

copartnership 
-opening entries 
-partnership capital 
^ accoiuits 

-'admission of a . 

partner 
-liquidation of a 

partnership 
-methods of distribut- 

net income or 

loss • ' ' 

-distribution of net 

income statement 
^ -charts of, accounts 

-work sheet with 

adjustments 
-financial statements 
-adjusting^ closing, 

and reversing entries 
-post closing trial 

balance 
-partner's income 

tax returns 



THE STUDENT SHOUU; 

^^^^~^^~^^^^^~^^™'^— " I— »-j 

Determine how to divide the net income or 
loss among the partners according to a 
given ratio. 

Indicate how to record the entry for. pay- 
ment of partner's salaries in a cash 
payments journal. 

Prepare a worksheet with the adjustments. 

Prepare the financial papers from the 
work sheet. 

Make the necessary adjusting, closing, 
emd reversing entries to close .the books. 

Understand the benefits and the dangers 
of a partnership business. 



1-2 weeks 



1-2 weeks 



To complete a practice 
set v;hich should include 
most of the material 
covered up to this 
point. 



THE STUDENT SHOULD; 

Work in groups or individually. 

Apply the principles that they covered 
up to this time in the practice set. 



About the voucher system. THE STUDENT SHOULD; 
-the voucher 

-voucher register Recognize the advantages and disadvan- 

tagiss of a voucher system. 
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TIME 



THE STUDENT LEARNS 



. SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



-check register 
-payroll 
-petty cash 
-purchases returns, 

and allowances 
-partial payment 

1-2 weeks Inventory control sys- 
tems. 

-physical inventory 
^ . -perpetual inventory 

-pricing inventory at 
lower of cost or mar- 
ket, by f if o method, 
and the lifo method 

-estimating the inven- 
tory by retail method 

1- 2 weeks Budgetary control. 

-sales budgets 
-purchases budgets 
-advertising, selling, 
' and administrative 

expense budget 
-income and expense 

budget 
-cash receipts budget 
-cash payments budget 
' -summary cash budget 

2- 3 weeks Accounting for notes 

and drafts. ^ 

-recording receipt and 

collection of notes 

receivable 
-dishonored notes 

receivable 
-discounting notes 

receivable 
-notes receivable 

register . \^ 

-recording issuance 

and payment of notes | : 
. payable 
-Renewing a note 
-bank discount 
-notes payable register 
-trade acceptances 
-^ight drafts 
"time drafts 



/ 

Record checks and deposits in the check 
register. 

Record purchases returns and allowcinces 
when a voucher -system is used* 



THE STUDENT SHOULD; 

Be able to calculate inventory at lower 
of cost or market, lifo, or fifo. 

Be able to tiake a physical inventory of 
merchandise in stock. 



THE STUDENT SHOULD; 

Understand the differences between the 
different budgets. 

Be able to prepare a family budget. 



THE STUDENT SHOULD; 

Be able to compute interest and use the 
interest tables. 

Report interest*' income and interest 
expenses on the work sheet. 

Be) able to record-'the paymejit of 2m in^ 
tetest-bearing note payable. 

Record the necessary information on a 
notes payable and notes receivable 
register. 

Be able to prove the lialance of notes pay*- 
able and notes receivable register. 
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TIME 



1-2 weeks 



2-3 weeks 



1-2 weeks 



THfi STUDENT LEARNS 

To prepare taxes on 
sales/ property y and 
income* 

-sales tcixes 
-excise taxes 
-property taxes 
-FedercJ. income teix 
on business income 
-partnership income 

tcix return 
-self-eirployment 
and PICA tax 

The formation and op- 
eration of the corpor- 
ate form of organization, 
-formation of a 

corporation 
-classes of stock 
-values of stock 
-proprietorship 

accoxints'. > 
issuing stock 

certificates 
-stockholder's ledger 
-organization costs 
-goodwill 

-sale of additional 
stock 

-stock transfer book 
/-treasury stock 



SU66ESTED ACTIVITIES 
AND LEARNIN6 OUTCOMES 



THE STUDENT SHOULD; 

Be able to record sales taxes in tke 
columnar sales journal having a special 
column for sales t.^es payable. 

Be al?le -to compute the tax on a sale of 
merchandise. 

Be able to prepare a personal income 
tax return. 



THE STUDENT SHOULD: 



f-bond issue 



To prepare and analyze 
the financial reports of 
corporation. ; • 
-prepeuring |a worksheet 

with the adjustments 
-Federal income taoc 
return for a corp- 
oration 
-financial statements 
-completing the end-of- 

the-period work 
-declaring dividends, 
-com pute the f inane ial 

statements 
-computing rajiios and 
percentages to deter- 
mine the corporation 
financial position 



Understand the difference between the 
corporation and a cooperative. 

Explain the differences between the dif- 
ferent types of stock that a corporation 
can issue. 

Be able to calculate the value of good 
will of a co^Tporation. 

Explain a corporation's managemenf. 

Be able to record the. entry for the pur- 
chase or sale of treasury stock. 



THE STUDENT SHOULD; 

Understand the differences between tjie ' - 
closing entries for a corporation and 
those 'for other forms of business 
organizatio:ns. 

Be able to journalize the entry to record 
a declctration of a dividend. " 



Know the need for tlie ratios 
percentages to management^ 



and 



Be able to compute the different ratios 
aiid percentages. 

Be able %o prepare a graph from the finan- 
cial statements to "detexTnine the trends in 
the operation of the business. 
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TIME 



THE STUDENT LEARNS 



SUGGESTED ACTIVHTIES 
AND LEARNING OUTCOMES 



3-4 weeks To work a practice set 
on a partnership using 
^ 'a voucher system, 

2-3 weeks To use automation in 
accounting. 

-punched-card data 
processing 

-unit inventory. con- 
^ trol system ^ 

-the computer 

-billing, accounts re- 
ceivable, and inven- 
tory control done by 
computers 

-programming the com- 
puter 

-other uses for the 
computer 



\ 



THE STUDENT SHOULD: 



Work in groups or individuallV, 

THE STUDENT SHOULD; 

. ~^ \ 

\ 

\^ 

Visit business firms that use computers, 
for data processing. 

Understand the i^mportance of data pro- 
cessing to business, 

■ \ ■ ■ '■■ 
Have the basic knowledge needed to under- 
stand 'the functions of data processing 
equipment. 



2-3 weeks Cost accounting, for a 

service department and a 
manufacturing business, 
-cost of a service 

department 
-overhead costs 
-job order sheet 
-autographic register 
-elements of manufac- 
turing . 
-direct materials . 
-goods in process 
-cost sheets 
-finished goods 
-voucher register 
-recording cost of fin- 
ished goods manufac- 
tured 

-adjustments for inven- 
tories 
-financial statements 



THE STUDENT SHOULD; 

Record changes for materials and time on 
the job. order sheet* 

Determine the gross profit by departments 
in a business firra. 

Prepare a cost sheet with all the neces- 
sary information for each manufacturing 
job. 

Determine which expenses make up the 
factory overhead cost. 

Prepare a statement of cost- of goods man- 
ufactured, balance sheets and income 
statement for a manufacturing firm. 



3-4 weeks To work a practice set 
on a oorporatipn, 
\ -job cost system 



THE STUDENT SHOULD: 



Work in groups or individually. 



c 
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TIME 



THE STUDENT LEARNS 



sueeesTED AcTiymE^ 

AND LEARNING OUTCOMES 



1-2. weeks About special problems 
of sales accounting, 
-installment sales 
-COD sales 
-consignment sales 



• THE STUDENT SHOULD; .. ' • 

Calculate interest , discounts/ and ccirry- 
ang charges on installment , COD, and 
consignment sales. 

..Tiecercl^all three types of, sales in a 
journal. 

Journalize and post consignment sales. 

Prepare financial reports for both the 
consignee and the consignor. ,^ 



TEACHING SUGGESTIONS 



Students usually enter this course with varying degrees of aptitude and pre- 
vious achievement. So the teacher may desire to use the principle of individual 
progression. This suggests some group lecture and discussion/ and some time spent 
in some group discussion and lecture / and some time spent in small groups with a 
considerable ainouht of time ^pent working on an individual basis. It is not 
recommended to keep the student in "lockstep" formation throughout ^he course/ 
but rather with the use of g\iide sheets encourage each student to progress as 
fast as he is able to complete the units. 



POSSBLE BASIC TEXTBOOKS 



Boynton/ Lewis D., Carlson/ Paul A./ Forkner/ Hamden L. , Swa^'^orij Robert Mo/ 
20th Century Bookkeeping and Accounting Advanced Course / 23rd Edition/ 
'South-Western Publishing Company/ 1968o 

GlbW/ Cletus A./ MacDonald/ Robert D./ Blcuifor/ James T./ Freeman/ Herbert/ 
Hanna/ J. Marshall/ Kahn/ Gilbert/ ' Gregg Accounting Advanced Course / 
Second Edition/ Gregg Division/McGraw-Hill Book Company/ 1969, 
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BUSINESS MATHEMATICS 



— - ' ■ ? ■ , . " 

' ft 

Course Description 

Business mathematics is a one-semester course emphasizing mathematics for 
business and personal use. Selected topics in financial mathematics are chosen 
to provide students with an insight into understanding business transactions. 
The development of arithmetic skills and knowledge related to buying and selling 
merchandise, payroll preparation, investments, home and business expense problems 
and personal finance problems are covered. 

Course Content ' ' 

This course contains many of the mathematical problems encountered in every- 
day business and personal transactions. Included kre:.,;. addition, subtraction, 
multiplication, division, fractions, ;percentages, personal money records , buying 
problems, wage and income problems personal finance problems, sayings arid in- 
vestment problemj,^ home expense problems, transjportation problems, tax problems, 
computer mathematics and probability, and problems of the small businessman and 
farmer. 

Course Objectives . , 

1. To increase the students range of information's a consumer. 

2. ' To increase the speed and accuracy in written and oral computation. 

3. To relate business mathematics tenninoiogy and problems to concrete business 
applications. 

4. TO acquire good work habits, including accuracy, care of detail and judgement 
in estimating answers, working neatly and rapidly, checking his own confuta- 
tions, and comparing his answers with estimated common-sense cmswers when 

. 49 
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practicable • ■ ' ^ . . / 

* — 

.5. 1o appreciate the value of arithmetic eind do simple computations effectively. 

6. To read and understand business problems and to identify the arithmetical 
process, needed for the solutions. 

7. To use the more practical shortcuts that are of value in calculation • 

8. To write formulas for doing certain typical problems, and* comprehend the 
process of solution. 

i ' • . *" ' 

9. To know about numeration systems, such as the binary number system, emd 

their applications to computers and business. . ' j 

Course Credit . , ' 




One-half 
Course Location 

10 - 11 - 12 

Course Length 

One-semester (18 weeks) or 90 class periods 
North Dakota Secondatry Course Code 

03053 ^ . 

" special Note 

Business Mathematics does not fulfill the mathematic requirements for high 
schopl graduation. 




i 
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ERIC 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



Personal Money Recor3s". 

-cash receipts and 
payroents 

-numerals 

-addition , 

-records of deposits 
and checks 

-sxabtraction 

•reconciliation state- 
ment 

-special reconcilia- 
tion problems 



THE STUDENT SHOULD; 

-> 

Be able to apply the additio'ti process to 
common business/personal sitiiations. 

Understand that a nuweral is not a num- 
ber, but a symbol or name for a number/ 

ij 

Be able to use the "commutative" pro- \/ 
cess of new addition (interchanging th4 
addends without affecting the sum). 



Be able to keep a check stub record 

Be able to fill out and use deposit. 
?lips. ^ 



Buying Problems . — 
-checking calculations 
-multiplication ' 
-confuting cost of one 

unit 
-division 

-figuring unit prices 
-averages 



Be eUble to adjust bank stateinents i.e. 
outstanding checks, late deposits, and 
erroneous bank statements. 

THS' STUDENT SHOULD; ; * 

Realize that sales slips and bill^ 
should be checked for errors before 
being paid. ^ 

H 

Distinguish between the associative and 
commutative process in multiplication, 
and learn the identity number of multi- 
plication (1) . 

» ' ■ ^< 

Know how to compute sales ta^. 

Know how and when to use "divisor" and 
"quotient," in division. 



Be able to calculate the cunount of a-- 
purchase when the unit price is quoted 
in hundredweight, tons, etc. ^ 

Be able to' calculate ,and apply "weighted 
average". 



Wage Income Problems^ 
-straight time and 

overtime wages 
-common fractions 
-deductions from wages 
\ -time card wages and 
piecework rates 
-decimal fractions 



THE STUDENT SHOULD; ' " 

Compute gross { eaurnings on hovurly rate 
basis. ! 

Select the proper ^denominator, wh^n^'^ 
adding and subtracting fractions. 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



-percents 



'^Realize that FICA and withholding tax 
^ deductions depend on total earnings. 

Be cible to point out advantages and 
disadvantages of the piece rate and 

hourly or salary rate* to the worker.- 

I. 

Realize the importance of fractions and' 
decimals in business mathematics. 

Understand 'the correlation between per-* 
cents and decimals (25%=.25)» 



Commission Income 

Problems • 

-figuriiig commissions 
-graduated commissions 
-commission rates . 
-agents ' commissions 



THE STUDENT SHOULD: 



Be aware^that^a fraction and a fractional 
percent -represent tw6 different numbers 
(3/4 and 3/4%^ . 

Realize that a graduated commission 
serves as an incentive to the salesman 
to increase his sales volume or main- 
tain it at a high level since the higher 
sales levels carry higher commission 
rates. . 



Personal Finance 

Problems. 

-borrowing on a note 
-borrowing -from a bank 
-borrowing on collat- 
eral 

-borrowing from a credit 
union or finance com- 
pany 

-borrowing from other 
agencies ^ 
-installment buying 



Learn that the rate df commission's 
always based on s.ales, and ^the cunount of 
sales equals the commission divided by i 
the irate of commission. 

Understand that the agents' commission 
involves subtracting expenses to find 
the net proceeds. 

THE STUDENT SHOULD: 



Denionstrate how to compute simple in- 
terest and the maturity date of a prom- 
issory note when expressed in days or 
months . . ^' 

Know that collateral serves asi" security 
for the payment of a loan.. 

Be aware that credit union loculs are 
issued for the" face value of the loan, 
and interest is pad-d monthly in the 
remaining principle. 



Discuss the difference between, "the true 
interesc rate" and "the annual interest 



TIME 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES , . 
AND LEARNING OUTCOMES 



rate". 



\ 



1-2 weeks Savings and Investment 
Problems • 
* ^savings accounts 

-buying life insxirance 
^ -investing in bonds 
V -investing in real 
estate 



Recognize the ; diff ere/ice in payment be- 
tween a cash purchase and an installment 
purchase . 



THE STUDENT SHOULD ; ' 

Compute interest disregeurding' the cents. 

Be able to explain-tl'ie^dif f erence in 
benefits from a participating and non*^ 
participating policyT^^ 

Recognize" the difference between the 
rate of interest on a bond ancl the rate 



of incoro^ on the investment or-cost of 



e bond'* 



Understand the difference between in- 
vesting in the bonds of a corporation 
and investing in ^he stocks of a corpor- 
ation. 

Compute the net income of real estate, 
considering depreciation of property as 
an annual expense.^ ^ . 



2-3 weeks 



1 week 



EKLC 



Home Expense Problems* 
-owning .a home 
-tcuces on a home 
-insuring the home 
^checking bills 

a) gas 

b) electric 

^ c) telephone 
d) ^ter 
^practiycing thrift in 
buying^. 



T!iE STUDENT SHOULD; 



Transportation Problems, 
-automobile ownership 
-^insuring the automo- 
bile 

-using public travel 

agencies 
-shipping goods 



Discuss the difference between a non- 
incoirtfe-producing investment, and in7 
come-producing investment. 

Know that the premium rate depends on 
quality of construction, pro2timity, and 
protection afforded by local facilities. 

Know how to calculate gas and electric 
utilities. 

\. , 

Know how to determine the percent saved 
when buying items at a reduced price. 

THE student' SHOULD ' 

Discuss the factors involved in estimat- 
ing ^nual depreciation of cars, trucks, 
etc. 

Understand why there is a wide vauriktion 
ox auto insurance' rates.-: 
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TIME 



V THE STUDENT LEARNS 



SUGOeSTED ACTCvrriES 
AND LEARNING OUTCOMES 



1-2 weeks Tax Problems, 

-'property tax rates 
-sales and excise tax 
-social security taxes 
_ and benefits 

-in coma tax 



Compute cilapsed time vhen given arriva^ 
and departure, time. 

B3 abla to select" the leeist expensive 
means of shipping goods (parcel pose, 
express r freight)* 

\ ■ ■ ■• • 

THE STUDENT SHOULD; 

Khow^^how to convert a decimal rate to a 
rate expressed in mills per $1. 

Know that sales and excise >taxe3 add to 
the total cost of a pxirchas^. 

Know the rates, taxable incomer and 
benefits of social security. 

Use procedxires involved in determining 
the actual tax liability by the use of 
the tax rate schedule. 



1-2 weeks 



1-2 weeks 



ERIC 



Problems of a Small 
Business and the Farmer, 
•^-the balance sheet 
-the iacome .statement 
-figuring payrolls 
-preparin</ emd using 

charts 
-problems of Lhe farmer 



Computer Mathematics 
and Probability. 
-binaury system 
-binary arithmetic 
-probability • 



^ THE STUDENT SHOULD; 

Understamd the meaning and relationship 
of assets, liabilities, and proprietor- 
.'ship. ^ 

Lfecim the principles and relationships 
of net saleS'f coist of goods, gross pro- 
fit, expenses, and net income. / 

Know that the suin of the "Deductio^c'* / 
column equals the "Total Earning^^' / 



column. 



J 



Construct and interpret iDar and line 
graphs. / 

THE Sl'UDENT SHOULD: 




Be able to describe the place-value 
principle as it applies to the binary 
system. 

Understand that the, binfio^ system is 
useful in the internal operation Of com- 
puters, iDut is not convenient for pencil 
and papei" computation. 

Realize' that occu ranees can be predicted 
tp a reasonable degree. 



TEACHIN6 SUeeESTIONiS 

1. ' The s\:udent should be given exf^rcises in applying the skills to problems in 

percentage, interest, discpunts,, payroll, expenses, and other supporting/ 
business procedures. 

2. In the initial stages of learning, addition, subtraction, multiplication^ 
and division op;erations should be practiced separately, since the early 
objective is accuracy. 

■ *» 

J- The student should be aided in developing the ability to work short-cut 

methods of calculating with speed and acc\iracy, either with or without cal- 
culating and adding machines. " 

4. Relate specific computational skill to job applications to insure optimum 
results for all students. 

/ ■ ^ 

■ • / ■ 

5. Pre-testing should be used before introducing fundamental mathematics pro- 
- ced\ires^( ^ 

6. Business mathematics should be taught as a preparation for living and noty 
as abs/tra'ct drills jind operations. . j 

7. Write/ problems on the chalkboard and call upon, the students to do the calcu- 
latic^ns orally. - / ^ 

8. Be sure that students show all computations used in arriving at a solution 
for /a problem. 

9. Visiting stores, offices and factories can contribute immeasurably to the 
student's under stemding of business mathematics. 

10. While presenting new ^subject matter pay special attention to organizing the j 
form and manner of introduction so that the students are able and willing to 
relate to what is unfamiliar to what he already knows. ^ 

'« . i ■ ■ > ■ , ' 

11. Attack problems of understanding as soon as they appear, with careful atten- 
tion to oach individual's ability to prove a pe^rformance-level iinderstandirig, 

I ■ ■ ' ' . ■ ■ ■■ 



\ POSSIBLE BASIC TEXTBOOKS 



Faiffbank,/ Roswell E. , and Edwin B. Piper, and Joseph \Gruber. Mathematics for 
[ the Consumer > South-Western Publishing Co., 1971., 

Hufiman/ Harry, ~-a^d Ruth M. Twiss, and Leslie J. Whale. Mathematics for Busip 
Viess Occupations Gregg Division/McGraw-Hill Book Cpmpan^x ^^GS, j 

• ' \ l * ■ \ /. 

PipeA; Edwin B., and-Roswell E. Fairbank, and Joseph Gruber. Applied Busin^^s 
I Mathematics , Ninth Edition. South-Western Publishing Company, X970. " / 

!/ ^ ■ • ■ ■•■ • \ / 

Rose-nberg, Robert. R. , and Harry Lewis. Business Mathematics , Seventh Edition. 



I Gregg Division/McGraw-Hill Book Company, 1968. 
I ' ■ ' ■ ■ ■ 

Rosenberg, Robert R. , and Harry Lewis. Business Mathematics , Seventh Editid 
A Modern Math Approach . Gregg Division/McGraw-Hill Book Company, X^^^* 



BUSINESS COMMUNICATIONS 



Course Description 

Organized subject matter and activities which axe designed to emphasize 
the writing of business letters, reports, loemoranduinsr formal and informal re- 
ports, writing minutes, and other business forms for the business executive, 
office manager, secretary, stenographer, and clerk. This includes consideration 
of clcLcity, style, vocabulary, form, and conventional usage for business corres- 
pondence. ' Subject matter aiid activities frequently include emphasis on both 
oral and written experiences in using language appropriate to the busineae world. 

Coxirse Objectives * . 

/ \ 

1. To present a course dealing with\the written and otal English as it applieis 

to business. \ 

2. To review and en5>hasize the principlk^ of good letter writing and other 
typical business communications. 

/' . _ . . ■ 

/ 3. To provide 'Strong motivation for the coumb by helping students realize that 
skill in speaking and writing will aid them\grea"tly in securing a position of 
their choipe and will mcike tenure and advancem^t much more certain. 

4. To create an awareness on the part of the student ictf the need for effective 
oral communication. ] 

5. To help the . student develop knowledge and skill in effective oral coiamuni- 
cation aus it applies to the cirea of business. 

6. , To develop skill in the preparation of various business forms. 

57 
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Course Content 

Principles and techniques of business communication; vocabulary and me- 
chanics; specific characteristics- and purposes of business letters; .written and 
oral communication; types of business communications; usage; punctuation; cap- 
italization, abbreviation; business reports and speech; group and social 
situations in business. 

Course Credit 

One-half 

Course Location i 



3.1 - 12 ■ ' ' 

Course Length 

18 weeks or 90 class periods 
North Dakota Secondary Course Code 

03160 ' ^ . 

Special Note 

This course if taught in the business department cannot be used to 
satisfy the English requirements for graduation. If you wish a course in 
Business English to count as an English credit, it must be taught in the 
English department by a teacher with -a major in English. 
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TIME 



THE STUDENT LEARNS 



sueoesTED activities 

AND LEARNING OUTCOMES 



1/2 week To develop a concern 

for speaking and writing, 
-content 
-tone of words 
-correct English 
-choice of words 



THE' STUDENT SHOULD: 

Listen to business executives and former 
students speak to the class. 

Listen to recordings of selected speeches. 



1/2 week The significance of 

proper completion of 
personnel forms, 
-appearance 
-content 
-conciseness 



THE STUDENT SHOULD; 

Interview secretaries and office workers 
to get their opinions as to the impor- 
tance of skill in the use of English. 



1/2 week 



3 weeks 



TO speak effectively 
with future employers 
and fellow employees, 
-choice of words 
-enunciation 
-pronunciation 



THE STUDENT SHOULD; 

Listen to a personnel diractloi: discuss 
problems of prospective employees and 
techniques for madcing personal appli- 
cations. 



Make a study of writing and speaking re- 
sponsibilities at various lev^els of em- 
ployment in a bxisiness or industry. 



\ 



To develop knowledge in 
writing business letters, 
-heading, address, sa- 
lutations, body, com- 
plimentary close, sig- 
nature, identifica- 
tion and reference 
-different styles used 

in business letters 
-"folding business 

letters 
-envelope addressing 
-unity in the paragraph 
-tact in business 
- letters 

-significance of enh- 

phasis in the letter 
-coherence \ 
-good English mechanics 



THE STUDENT SHOULD; 



Examine letters which illustrate each of 
these characteristics and note where they 
may be xaissing. 

Rewrite letters of others and write letters 
of their own. 

Supply punctuation in '^letters'* 

Write sentences and paragraphs, applying 
all principles of punctu$ition. 

Edit each other's writings to improve upon 
sentence and paragraph construction. 

Experiment with sentence construction to 
change emphasis. 

Analyze paragraphs and letters for rele- 
vance of words and ideas. 



59 

58 



ERIC 



TIME 



THE STUDENT LEARNS 



SU00ESTEO ACTIvrriES 
AND LEARNING OUTCOMES 



1 week 



1 week 



To build a vocabulary 
essential for accurate 
and effective letter 
writing. 

-word recognition 

-word visage 

-rules for spelling 

-common error;s in 
dictation ^ 

-spelling demons 
' -vivid words 



THE STUDENT SHOULD; 

Review the use of the dictionciry. 

Evaluate their own spelling weaknesses 
and strengths by use of demon spelling 
lists. 

\ 

Secure letters from a business to smalyze 
for overworked and ineffective words. 

Select words which may be used to compile 
a word list for spelling and vocabulary. 

Realize the importance of usage of words 
to determine meaning, spelling, anct pro- 
nunciation, u . 

Correct misspelled words contained in 
pcuragraphs. 

See how words are sometimes granin^tically 
correct but poorly selected. 



To write interestingly, THE STUDENT SHOULD; / . 

-you vs. I attitude . / 

-relevance Examine letters obtained from secretaries 

-paragraph organization and business executives for the attitude 



-tact and diplomacy 
-style of sentence 
structure . 



indicated. 

Analyze letters in the texts and refer- 
ence materials to see that all sentences 
and all phrases used actually relate to 
the subject. 

Understand the importance of being brief 
in letter writing. 

Write sentences .arid paragraphs for class 
analysis and write the same sentences 
just as meaningf\iLly but in fewer words, 

"Analyze the structure of a well-written 
paragraph.^ . ^ 

Demonstrate how all ideas of the para- 
graph must relate to one thought iqr. topic 
if there is to be unity. 

Select letters that demonstrate diplomacy 
or lack of it. . 
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THE STUDENT LEARNS 



sueeesTED ACTivrriEs 

AND LEARNING OUTCOMES 



Listen to an office executive discuss 
the importance of tact and diplomacy 
in letter writing. 



Some of the different 
types of letters used in 
business and the functipn 
and significant, charac- 
teristics of e<».ch. 
-routine letters 
-form letters 
-letters of invitation 
-letters of r^^uest 
-sales letter 
-letter of application 
-credit letter 
-letter of recommend- 
ation 
-order letter 
-collection letter 
-letter of complaint 
-letter Of claims 
and adjustments 



THE STUDENT SHOULD; 

Make an intensive study of each of these 
types of letters in the texts and ref- 
erence materials. 

Procure examples of ^s many of these dif- 
ferent types of letters as possible. 

Write at least one of each of tl4e different 
types of letters and evaluate in class as 
a group. 

Review those characteristics of business 
letters previously studied as they write 
these specific types of letters* 

Proofread materials accurately. 



Proper listening 
techniques. 



THE STUDENT SHOULD: 

'Distinguish various sounds from a record- 
ing of everyday sounds (children crying, 
dbgs barking,., bacon frying). 



After hearing lists of numbers, noxjns, 
objects, etc., read, be able to repro- 
duce the lists read. 

Take standardized listening tests: 

Brown-Carlsen Listening' Con5)rehension 
Test, Gr. 9-13. . ' 

Sequential Tests of Educational Pro- 
cess, Listening, Gr. 10-12. 

Read back verbal directions from notes 
to them. 

Follow verbal instructions. 

Select the word that does not belong 
from a verbal list. 



Respond to verbal multiple choice 
questions. , 



60 



TIME 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



2 weeks To acquire speaking abil- 

ities necessary in 
business • 

-conversation with 

fellow employees. 
-dictation 
-reports 
-speaking Bt 

public xneetinjgs 
-making. introductions 
-speaking to 

fellow workers 
-facial expression 
-tone of voice 
-use' of English 
-posture 

-emotional stability 
-empathy 



THE STUDENT SHOULD: 



Underst^d the ■T'elatiye~inportanc^ of 
speaking in all of their relationships 
with others. 

Analyze the speech of some persons to whom 
they like to listen. 

Observe a demonstifatibn of a poor speech 
and a good speech. 

. \ • ■ ■ • . ■ 

Listen to student recordings of class 
discussions f cortversatipns, and talks. 

Practice voice exercises to improve enxin- 
ciation and pleasantness of tone of 
speech; both face-to-face and telephone 
talking. 

Experiment with inflection to alter 
meaningfs; . 



2 weeks Important character- 

istics of the common 
^ business forms. 

The types of business 
papers that do not 
follow a p2u:ticul5u: 
form. 

Which foncs may be used, 
-interoffice messages, 
-telegrams 
-business reports 
-memoranda 



THE STtTOENT SHOULD: 



1" week 



Acquire ability in the 
use of office communi- 
cation media, 
-telephone 
-telegraph 
-postal service 



Be able to write effective interoffice 
messages.\ 

. „udy copies of telegram fonos from a 
telegraph office. 

Study copies of telegrams actually re- 
" ceived in bus^'iness*. . • 

Demonstrate need for accuracy in forms 
of letters. 

Arrange for students to visit the types of 
businesses in which they are especially 
interested to get firsthand information 
about forms used and to secure foms to 
discuss'with ^^he class. 

THE STUDENT SH OULD : - 

■ -1 ' ^ ' ^ 

\ 

XJnderstand the'i proper use of the tele- 
phone, telegraph service available, 
types of postal services, and proper 
use of postal services. 
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TEACHING SUGGESTIONS 



!• Involve ineinbers of the class in a discussion of the meaning of business 
-> English. 

/2. Introduction to the spoken langxiage 'should^ be planned for the second week, 
with emphasis on the importance of personal communication. 



3. Allow time for the examination of business Communications to note the rela- 
tionships in the types of communicati^on with which students are most 

familiar. / 

/ 

4rf Students should be led to understand that tliey be releaming and refin- 

ing many of their previous learnings in oral and Written English in terms of 
the needs of business communications. \ 

' ' ' ' - • ■ ■ \ . ■ 

5. Provide a variety of business letters from businesses m the coirmiunity to be 
used for careful study by the class. 

6. Vocabulary and spelling might be taught more effectively as an' integral part 
of the practical exercises rather than in a separate unit in which' there, is 
drill on words apart from the sentences, paragraphs, and documents in which 
they core used. 

7. Present type of drill that represents raucli repetition of learnings in mean- 
ingful and purposeful writing. ' , 

8. Students may be asked to note what they think are' desirable and undesirable 
characteiristics of various business letters reviewed and studied. 

9. Ask certain members of the class to give brief oral directions for jobs to 
be done or. brief oral reports on activities in the school or community. 

10. Use of the tape recorder may be quite advantageous while teaching oral 
communication. . 

11. Analyze several business forms that may be procured from business offices 
in the community. ' , 

. ' . . ■ ' ■ 

12. Attention should be given to the fundamentals and the psychology involved in 
preparing office documents in written communications and to the protocol of 
sending or presenting such communications both internally and outsideof 
business. " 

13. Communicate to the students the proper use of the telephone, telephone equip- 
ment available, telegraph service 'available, types of postal services, and 

V proper use, of postal services. '\ 

■ \ • ■" ' . ■ 

14. creative assignments should be made for the exceptionaJL students who may 
require little or rid grammar review. * ' 

; \ ' . . •• c'. I ' . ■ ■ , ■ ' 

15. \ Uses of the dictionary should be taught. Dictionciries are quite different 

^^mtd have many styles. Stude^nts should be taught differences, such "as 
deciphering critical markings, placement of accent meurks,, hyphenation mark- 
iilgs, syllable markings, meanings of the abbreviations. 

/' • - . ■ ' . . 62 • ■ * 
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16, Words recently lesimed by students should be used as soon as possible , in ^ 
writing assignments. 

17, Criteria for evaluation should be high. 

18, Films video tapes , and tape recorders can be used effectively for voice 
training and for teaching listening skills. 

19. Weekly writing assigniuents may be lengthened from one or a few paragraphs 
to letters requiring considerable organization. ^ 

20. Students should be encouraged to participate actively in discussions. 

21. Students' who evidence speech difficulties should be enrolled in oral 
communications remedial work. ' 



22. 



24. 



25. 



26. 



27, 



28. 



29. 



Small groups of 10 to 15 students can work in conference with a groi^ leader 
to discuss problem situations within their pwn range of experience. 

The class is divided into small grovqps to discuss a problem for a limited 
number of minutes. Each group has a chairman and a reporter, one of whom ^ 
acts as a spokesman for the group in reporting ideas, recommendations and • 
opinions to the entire class. 

The students use' "role playing" to dramatize a realistic situation in which 
they are. forced to think and speak in terms of characteristics being por-^ \ 
trayed. This characterization should help students recognize the feelings, 
prejudices and frustrations of others. \ 

Assignments' in con^xDsing and writing business letters and reports can be 
used as a basis for checking students' us^ of 'words, sentence structure, 
spelling, punctuation /' mechanics, application of principles of Jrrammar and 
application of principles pertaining to effective business letters. 

An effective prbcedure is to giv^j three separate marks for each element of 
the letter — layout, content, and English usage. Predominant consiideration 
is given to the particular objective of the instruction. 

When recognition of letter styles or type3"^of letters is to be tested, sam- 
ples of actual letters illustrating theysfe styles and types may be present- 
ed for identification either through duplication or overhead projection. 

Oral expression' may be measured by a sin4)le rating scale, prepared by the 
teacher, for checking abilities in the use of words, voice, tone, and poise. 

The progress of the individual in vocabulary development can be measured by 
con^aring the results of a test given at the beginning of the course with 
the results of a test at the close of the co&rse. For this testing of vo- 
' cabulary, standardized tests may be \jsed but teacherrmade tests are an 
additional means of measurement. 
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30# Particular areas of granonar^ punctuation> fiuid capitadization may be tested by 
means of diagnostic and achievement tests given at interveds 'and at the end 
of the course. A comparison of th? results of an achievement test with the 
results of pretests will show the student's growth in that area. ' T^^ 
ing may be particularized by asking the student to write an assignment and 
telling him that he is to be rated on any one or all of thesis attainments; 
(a) spelling, (b) sentence structure, (c) grammar, (d) content/' (e) layout. 

31. Newly learned human . relations practices do not readily lend themselves to \ 
measurement of achievement. The results are tangible but the siabject matter 
is not. Some suggestiongs for^ evaluation are: 

-self-evaluation rating sheets at the beginning of the year and repeated , 

at various times throughout the year 
-role-playing r 
-individual conferences with students to identify how he perceives 
himself 

-individual conferences for teacher evaluation of student behavior ' 

■ / ■ 

POSSIBLE BASIC TEXTBOOKS 

Stewart, Marie M. ; Lanham, Frank W. ? Zinmer, Kenneth and Cleurkf Lyn. Business 

■ English and Communication , ,;4th Edition, Gregg Division/McGraw-Hill Book 
Company, 1972. ; 

AUmer, Robert R...and Burtners, Paul S. Effective English for Bus inVss Com- 
munications, eth^dition, South-Wfestem Publishing 'Company, 1970y 
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BUSNESS LAW^ 

/ ■ - 



Coiirse Description 

JCntroduction to business law is a study of basic principles common to a 
broad ca^. of eyery day business activities in which an individual is likely to. 
become invb^ed.J It is useful to students for personal reasons and can be valu- 
able as backgroiuid information to individuals who are entering business careers. 
The course helps make the student a better citizen as he realizes that laws are 
made for the protection of people and their property as well as for the pxinish- 
,ment of wrongdoers . ! . / 

Course Objectives . ^ ' / 

1. To understand that a '^course of business law is merely an introduction to law 
and does not develop a lawyers competence. 

/■"» 

2. To learn the basic principles of business law\and their application to the 
problems of everyday ^living. " \^ 

3. To learn to avoid hasty decisions by withholding 'judgiiOiit until essential 
facts of the case have been presented. 



4. 

5. 

^ /■ 
6. 



To acquire a working vocabulary of the most frequently used legal terms. 

To develop an understanding of our judicial system from the local courts to 
the Supreme Court of the land.. ' 

To use elementary business ^and legal fc?rms .that may be used without aid of 
an attorney. ' , 

To differentiate intelligently between the legal and the illegal phases of 
business. , j n' . \ * 



/ 



/ • — 
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Course Credit 
One-half 
Course Location 




Course Length ^ — - 

One-semester (18 weeks) or 90 'class periods 

North Dakota Secondary Courg a Code 
03180 . ^ • ' . 



ft 
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\ SUGGESTED ACTIVITIES 

^HE STUDENT LEARNS AND LEARNING OUTCOMES 



The origin and develop^ 

ment of law, 

-the nature of law 
-the history of our 
American system 

Function '"of law,'. 

Classification of law. 
-natural 
-moral ^ 
-man-made 



THE STUDENT SHOULD: 

* • .' 

Realize where laws come, from. 

*' 

Understand that laws are found in four 
forms. 

-constitutions ' * 

-statutes 
common law 
^administrative law 



Cohorts and business law. 
-rights of the individ- 
ual 

-state court system 
-federal court system ' 

The legal elements of a "\ 
business contract, 
-mutual agreement — 
-legality* of subject 

matter / ' 

-consideration ^ 
-proper form 
. -competent parties 

.The formation of con- 
tracts*. 

The agreement-offer 
parts of a contract. 
, . -offer / : 
-acceptiance 
-consideration 

About the terniination of 
a contract. 

-termination by perfor- 
mance 

-terpiination by agree- 
/. ment 
-termination by opera- 
tion of law 
' ' -breach of cdntract 

About, the. remedies for 
breach of contract. 

-rescission . ^ ' 

-dcLhiages 

-specif xc 'per foz.'T.i.nce 



THE STUDENT SHOULD; 

Undersjtand that two or more persons are 
needed for a contract. 

/ . ' 

Be able^to identify the different types 
•of contracts. ' 
-social and moral 
-implied 
-oral 

-expressed . i 
-required 

Knpw that some persons have a Limited « 
contractual capacity. ' , ! 

-minors ' v | ■ 

-insane persons 

.r-mtoxicated 

-^aliens / . . ' r 

-convict^ * - ^ 

Be a^lt: to identify the three p^rts of 
a contract that meikes it legal. 

Understand how contracts are teraiinated. 

Know Tche various remedies in. the case- of 
breach of contract.. 



sueeesTEO activities 

•TIME THE STUDENT LEARNS AND LEARNING .OUTCOMES 



■ \ 



•1 week i The law of bailments- . THE STUDENT SHOULD; • ■ 

f The types of bailments Understand that a bailment is when one 
-benefit of one party person has possession of personal prop- 
only erty. belonging to another, 
-benefit of both 

parties Know that a common carrier is subject to 

-extraordinary bail- regulate; by federal, state, and local 

ments agencies. 

^ The rights and duties of Know what a bill of lading is- 

j the parties- 

-rights of bailee and . " 

. . bailar " ' 

-duties of bailee and 
bailar 



\ 



That the carrier cf goods 
is a bailee. ^ ' 

-duties, rights and 

liabilities 
-bill of lading 
-regulations for ship- 
mj^nt 



\ 

\ ■ 



/ 
/ .. 



2-3 weeks About negotiable \instru- THE STUDENT SHOULD: 
ments. 

-nature and kinds Know the common forms of negotiable 

-^'orm and cont'jnt instruments. / 
-transfer 

-/rights of holders Know that a negotiable instrument must 

-/promissory notes be in writing and signed by the maker, 



^drafts and checks 

/ ■ ■ 



Be able to list the four forms of en- 
dorsements. ^ 
\ -blank 
/ " . -special 

' 7 -qualified 

. TT' -restrictive 



1^ 



Know the many forms of promissory notes. 



2-3 weeks ' The laj of sales. • , THE STUDENT SHOULD; 
j .-what a sale is 

-forfns^of sales con- Understand that only competent parties 

titctis may become sellers or buyers. ^ 

-warWnties and lia- , ' - ' 

bili|(:ies Understand that a 'Contract to sell may 

"\ be oral, written/ or implied. 

Consumer /protect ion. ^ /. . 

-unfair practices Kxlow that /a bill of sale provides evi- 

-rFederal food, drug, dence of jtransfer of ownership of goods. 
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TIME 



week 



li-2 weeks 



1-2 weeks 



THE STUDENT LEARNS 



V 



and' cosmetic acts 
-government standards 
-state and local laws 



The creation of an 
agency • 

By appointment- 
-appearance 
-ratification 
-necessary 

Duties and liabilities 
of principal, agent, and 
third parties - 

■ / 

Termination of an agency. 

The lav/ of employment- 

Contracts of employment - 

Proteqtion of employees • 
-minors 

-ric'ht to work laws 

Goverrment' regulation, 
-sodial security 
-unions 
-civil rights 
-wor^fnen ' s compensa- 
tion\ . 



SUGGESTED ACTIVITIES 



\ / 



AND LEARNING OUTCOMES 



Understand expressed and implied v<ir- 



ranties. 



/ 



Know about th^e Federal Trade Commission, 
state and loy-dl laws protecting the cpn- 

sumer, / 

/ ^ ■ _ 

THE STUDENT SHOUL D: 

. / ' ' ■ ■ • 

Know that /they may do any lawful busi- 
ness act /through an agent. 



THEjSTUDENT SHOULD: 

/ ' . . 

Understand that employment is a form of 
con'tract that must include all the essen- 
tial elements of a contract. 



Know the employee's and employers rights 
and duties. 



The types of business ; 
organizations • j 
-sole owner / 
-partner^ships , 
-how it is formed / 
-dutiesy of partners I 
-rights\of partners / 
-authority of part- j 
ners \ j 
-partnersv liabilities 
-dissolution of pai^t- 

ners \ j 
-advantages and dis- 
advantages 

About corporations. 



THE STUDENT SHOULD: 

Know that a partnership is the simplest 
form of business organization. 

Understand that partners have equal 
rights and duties unless otherwise 
agreed. 

Know that a corporation is chartered 
with a state and treatad as an indivi- 
dual person cf that state. 

Be able to determine the value of a 
stock and' follow its exchange price for 
a period of time. 



\ I 
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\ TIME 



I 

THE STUDENT LEARNS 



SUGGESTED ACTIVmES 
AND LEARNING OUTCOMES 



-organization 
-what shares of stock 
are 

-powers and duties of 

directors 
-powers and duties of 

officers 
-rights and liadjilities 

of shareholders 
-dissolution of 



2-3 weeks The types of insurance, 
-casualty 
-life 
-health 

-accident 

-automobile 
-liadjility 
-collision 
-comprehensive 
-governmental 

-social security 
-workmen ' s compensa- 
tion 

-unemployment compen- 
sation 



THE STUDENT SHOULD: 

Know that insurance contracts are closely 
regulated by state governments. 

Be adjle to list who or what may be in- 
surable. 

Understand the governmental insurances. 



EKLC 
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/ 

TEACHING SUGGESTIONS 



\1. Use a combination of lecture, discussion and illustrative techniques, - 

2. Read and discuss, cases that will bring out points of law under considera- 
,tion, ■ ' 

3. Wen "practical, make a planned trip to the scate legislature and/or state' 
supreme court when they are in session, 

4. When practical, .visit^ courtroom for the purpose of observing a trial of an 
actual case. As a follow-up, discuss in class the legal principles involved 
and evaluate the outcome of the case. 

5. Encourage students to bring to class specimen of negotiable instruments and. 
discuss in class the practical everyday use of , these instruments. 

6. Encourage students to bring contracts or other legal forms to class for ex- 
cumination. 1 ' . -> 

i ■■ ■ \ . 

7. Direct the study of the usual route followed by a check from the time it is 
written to the time it is canceled to indicate the legal responsibilities of 
each holder. 

8. Invite resource* people to talk to the class., 

9. Encourage students to make a scrapbook including ^legal forms and newspaper 
.reports on cases involving legal principles studied. 

« POSSIBLE BASIC TEXTBOOKS 

Fisk, McKee, Mietus, Norbert J., Snapp, James C. , Applied Bu siness Law, Tenth 
Edition. South-Western Publishing Company, 1972. 

Schneider, Arnold E., Whitcraft, John E. , Rosenberg, R. Robert, Understanding 
Business Law , Fourth Edition. Gregg Division/McGraw-Hill Book Co., 1967. 
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CLERICAL OFFICE PRACTICE 



Course Description ^ 

Learning experiences which are usually designed to include (1) a combination 
of knowledge and skills gained in other business education courses, and (2) in- 
creased enqphasis on solving busind^fes problems and simulated experiences of work- 
ing in the various departments of a business, i.e., purchases, sales, bookkeeping. 

Course Objectives ' - - 

1. To provide learning activities which demand application of the^cquired 

' specialized skills and knowledges and which will further develop those skills 
jnd knowledges. 

2. To develop an understanding of office standards of performance and produc- 
tion. 

3. To instill a responsible attitude for assuming tasks and carrying them to 
completion .without close supervision. 

4. To make the working adjustment easier while increcising job proficiency. ' ""^ 

5; To develop ability to judge completed work a>:id to make necessary corrections 
and adjustments if necessary to mcike the work usable. - 

6. To develop a burliness vocabulary. \ ^ 

7. To instill a right concept toweurd work and what the enqployer ejects for a 
fair return on hie investi^ient in his worker. 

8. To inculcate standards of office dress and personal hygiene. . • 
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9. To develop acceptable office manners, desirable personality traits, amd^a 

desirable code of ethics • 

« ' ■' 'I 

10. ' To develop the ability to think constructively, to question and analyze 

practices, and to give appropriate and timely suggestions for improvements. 

11. To stress the care and economy of equipment. 

12. To develop an understandingvqf the function of business machines. 

13. To develop a knowledge in operating bxasiness machines most often xased on 
the job. 

' .. . 

14. To orient the students to employment testin^^., interview techniques, and 
job success. 

Course Content 

The purpose of Clerical Office Practice is to reinforce skills and to inte- 
grate skills through a simulated office situation. It is also the goal of this 
course to create a thorough knowledge and understanding of business procedures 
and practices in all clerical situations* It is 'strongly recommended that Cler- 
ical Office Practice be taught as a two-hour block; being associated with a 
Shorthand or Typing class. Some of the areas covered should be: dictation and 
transcription, composition, clerical typewriting,^ business filiJig and records 
control, business machine operation, office management and organization, career 
possibilities, production typing, office equipment, office supplies, letter 
production, business letter writing, dictating and transcribing machines^ tele- 
phone communications, telegraph communications>^duplicating, mail, reception and 
messenger work^-filing systems, filing procedures,, filing equipment, routine and 
special ca^shigring activities, sales procedures and records, payroll pro.dedures, 
observation of data processing, and getting the job you want. 

Course Credits 
One 

Course Location 

11-12 " V . 

^' Course Length 

One year or 36 weeks for 180 class periods o£ 55 minutes 
North Dakota Secondary Course Code 

03100 

Course Prerequisites 

For the most part, c/erical Office Practice" is a senior level finishing 
course designed to meet the needs of business majors. Students who enroll in 
the course must have had beginning typing, and it is recommended that they have 
had Typing II and Accounting I. It is not necessary for the student to have 
shorthand, for this course is. not of the stenographic nature. 
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THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



How the modem office 
worker fits into the 
business world. 



THE STUDENT SHOULD; 

Be able to see the need and purpose -of 
the business office. 



Abbut the office worker. - 
-personal appeaxcuice 
-appropriate dress 
for office ocuid for 
leisure time ^ 
-social cmd business 
techniques of 
etiquette 
-basic manners 
-application of 
socicd. graces to 
office sitxia*- 
tions 
-maintcdn comfort- 
able office 
cx)ndi tions 
-special problems - ^ 
that occur 

-inteipersonal 
relations 
-understanding of 
the secretciry's 
role of motive and 
oaotion in business* 
huznan relations 
activities 



Study the various facets of the business 
offices * 

-office management 

-a small office 
*-a l^ge office 

-job opportunities 

-clerical duties 

-salaries ^ 
-training requirements 
-working conditions 

Discuss the rewards of office positions o 
-salaries 

'-working conditions 
-prospects for the future 

THE STUDENT ''should: - 



Discuss the office worker's image. 

Discuss irelK' :onship with others in 
the office 4, 

Partake in i>. s^:;:vi'-)anderstanding unit 
(studej.^^r cva lnu ; j themselves through a 
detailed study cv their likes, dislikes, 
etc.) 

Know wht^i: eiTtic^ . .cy on the job entails. 

Take a p ^.Vc;, n > . inventory to be used as a 
basis for improvement comparison at the 
end of the year. 

Listen to the school nurse or hor^e eco- 
nomj cs teaclier present facts on pei -'onal 
care and appesurance. 

Practice cprrect postiir:': 
-standing J 
-walking 

-sitting in secretaria.1 chairs 
Observe a well-dressed office eiqployee. 
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THE STUDENT LEARNS 



. sueeesTED ACTivrriES 

AND LEARNING OUTCOMES 



-demands of the posi- Partake ir? role playing and/or case prob- 
tion in relation to lems to integrate interpersonal relation- 
other 'workers ships witJh concepts. 

-development of per- 
sonal attributes to- PartcJi< :n an integrated project r a sim-^' 
wards efficiency in ulatac r^ffice activity or model office, 
identifying respon- 

sibility, planning Practice making- introductions, 
and organizing" work 

and follow-up work Discvi^rf^-s initial thought processes of 
-punctuality decisxon making, 

-physical health 

-integrity Wo/rk v.'iDjects to stimulate, decision 

-leadership making ability. ^ • * 

-attitudes ' 
-resourcefulness 
-methods of self- 
appraisal^ improve- 
. ment and continuing 

education for job 
advanc(2n'»ent and j'ob 
satisfaction 

-decision-making . J 

1-2 days Handwriting and lettering> THE S TOP rOT SHOULD; 1 . 

'Oiscuj^f.t the principal causes of poor 
har. awtritixigm 

?-iAte his own handwriting. 

Integrated To typewrite more THE 3TUDBNT SHOULD; 

Periodically • elf actively. 

Partaike in discussion of work organization. 
Describe the typist's desk. 
Prepare duplicate copies. 
Use and handle carbon paper. 
Develop the ability to proofread. 
Use good erasing procedvire. 
Practice justifying the right margin. ':\, 
Practice erasing duplicate copies. 
Type numbers by touch. 
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THfrSTUDENT LEARNS 



SUGGESTED ACTIVmES 
AND LEARNING OUTCOMES 



Business forms designs THE STUDENT SHOULD: 
-pxirchasing . 

-selling Realize the importance of business^ forms. 

> ' Study various form designs. 

Practice writing on forms. 

. Read and discuss* the application of pur- 
chase requisitions, requests for a quo- 
tation, and purchase orders. 

Know how to ma^ce a request for credit. 

• Explain the use .of a catalog file. 

Prepare requisitions, purchase orders and 
invoices. < 

Obtain illustrations of sales order forms. 
Prepare invoices. 

Work with: cycle billing, pvinched-card 
bills, checking invoices, 
credit memorandxnns, statements. 

Study the differences of wholesale and 
retail selling. 

Type credit memorandums in duplicate. 
^ Type monthly statements of account. 

Inventory a^id stock room THE STUDENT SHOULD: 
practices and procedures. \ 

-gooab received and on Keep records of. goods received, their 
hamdi, * " disposition, purchase invoices and re- 

-ship^ing .goods quests * for credit. 

Be able to keep a pefrpetual inventory rec- 
ords, and/or a physical inventory. 



Study information on parcel post, air par- 
cel post, railway express, air eatress, 
bus express, truck* transportation. United 
Parcel Service, freight service and rates. 

Prepare bills of lading. 

Develop a working vocabulary of shipping 
terms and abbreviations. 
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THE STUDENT LEARNS 



sueeesTED AcrivrriEs - 

AND LEARNING OUTCOMES 



Practice packaging goods to be shipped^ 

* * ■ • 

Understand tracing of lost gcods via a , 
simulation exercise using actual invoices. 

Study various shipping services available. 



Processing data. 

-business arithmetic 
-percent and discount 
-adding machines £ind 
calculators 



Work various problems using percentages 

Develop a knowledge of what machine is 
best suited for a particular calculation 
and how much skill is required to become 
a proficient operator. (Community needs 
will probably determine the kinds of 
machines purchased or rented for instruc- 
tional- purposes.) r. 

Know the difference between listing and 
non-listsing machines. 

Be able to operate an electronic 
calculator. 

Visit one or more offices to find out 
what adding and calculating machines are 
being used. 

Write to several manufacturers for infor- 
mation regarding adding and calculating 
machines. 

Work problems from a corr;elated workbook. 



Prepare bills of lading and. shipping 
notices.' . 



THE STUDENT SHOUL 



Practice fundamentc^ processes such as 
shortcuts-^in rtui'tiplication, siJbtraction 
by addition and fractionb and answer 
checking. 

Develop a working vocabulary of terms 
and signs. 

Practice how to convert percentages ,to. 
fractions and vice versa. 
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THE ^5TUDENT LEARNS 



SUGGEST \CTivrriES 

AND LEARi ^ OUTCOMES 



Processing mail 
' -inconiing mail 
-outgoing mail 
-telegraph service 



■■ • / 

THE STUDENT. SHOULD: 

Know the difference between "personal" 
and "confidential" mail and how each is 
handled. ' ^ 

Work on exercises dating, ^sorting r and 
"routing* of '"mail. j^' 

Prepare memorandums and letters requiring* 
special attention,* * 

V Be able to select the proper jnailing ser- 
vices for all the different types of, out- 
going mail. 
-J=»pticipate the arrival date of outgoing 
Ttail 

-Decide what "class" of mail to use e.g. 

first class, airmail 
-Determine whether a letter should be 

registered, certified, or insured 

Discuss the services offered to customers 
by the Post Office „ 

-special handling 

-special delivery 

-registered mail - 
-insiared mail 
* -certified mail 
-CO .D . service 
-tracing mail 

Know how to handle outgoing mail. 

Practice folding and inserting letters, 
sealing, letters , etc. 

Understand various stamping methods e.g© 
ordinary stamps, precanceled staitqps and 
envelopesy stamped envelopeis arid cards; 
and metered mail after the topic of seal- 
ing the envelope. 

Obtain examples of all classes of mail to 
illiiStrate the many different classes . 
of domestic mail. 

Explain foreign mail and its use in the* 
modern business office. . 
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THE STUDENT LEARNS 



Telephone* 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 

Understand the speed of addressing madl 
by using addressing machines. 

Practice the following:' 
-folding letters 

-folding letters of more. than one page . 
-folding letters to be^placed in v 

window envelopes ' ' 

-^addressing envelopes, sizes 3 5/8" by 

6 1/2" and 4 1/8" by 9 1/2", 

Using -current postage ratfes, find the total 
cost of postage for various types of madl 
and weights. * I 

Develop an awareness of the types of 
telegraph services available. ^ 

THE STUDENT SHOULD: > 



Develop, a telephone personality. ,' 

Li St en;, to each other, making criticisms* 
and suggestions to improve telephone 
habits. 

Know how to receive incoming calls, i.e., 
identifying, screening callers, giving o 
information, getting in fojnnation, taking 
pessages accurately, and transferring 
calls carefully. 

Know how to make outgoing calls/ i.e./ tele 
phone directories. 

Use the tele-trainer. 



The receptionist and 
meeting. 



Use and develop forms for reporting - 
messages. 

Discuss areas such as: switchboard, PBX, 
Dial Pak ser^rice, intercom business phones. 

Observe a teletypewriter in use. ^ 

THE STUDENT SHOULD: 

Understand the proper methods in receiv- 
ing callers. (Registered callers and, 
classified callers) . 

./ 

Practice ^.making, recording, ^scheduling, 
and cancelling appointm'ents. 
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TIME 



5 weeks 



2 weeks 



THE STUDENT LEARNS 



Business filing.* 



Recordkeeping. 



sueeesTED activities / 

AND LEARNING OUTCOME^ 



./ 



\ 



THE STUDENT SHOULD: 



See/the need for and importance of filing. 

/ ** * ■ 

yypes of materials filed, i.e. , card^, let- 
ters, invoices, statements, catalogs, blue- 
prints, newspapers, various of f ice /and 
* personal records. 

Know the alphabetic filing systei^i c*;d be 
acquainted with alphabetic and jiumeric 
filing. 



/ 



THE STUDENT SHOULD: 



Be able to prepare financial reports and 
be able to type the reports in correct 
form. 



\ 



3 weeks About copying and 

duplicating. 

''";.:5opying 

-stencil duplicating 
-fluid duplicating 



Be able to read and interpret a financial 
report. 

'Develop an appreciation of the need for 
budgeting and recordkeeping in personal 
and business fineuicial management. 

■ ■ I ^ ■ ■■ 

Krow the uses of records in various busi- 
neLiK transactions and the skill in the 
keeping of records. | 

Practice opening bcink in g accounts and 
making deposits. | 

Practice making withdrawals from checks- 
~ing accounts. | 

Practice the following: 
-completing check stubs- 
-writing checks ' ■ " j, f* 

-reconciling bank' statements ^ 

Be able to handle -.a petty cetsh fund. 

Be able to keep payroll records. 

THE STUDENT SHOULD: 



Understand various copyir^g processes, ' i.e. , 
Diazo, Infraured, Diffusion -Transfer, Dye- 
Transfe'r, and Electrostatic-Transfer. 



-♦Assuming students have .had no previous filing experi-ence. 
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/■ 



JHE 



STUDENT LEARNS 



sueeesTED activities 

AND LEARNIN8 OUTCOMES 



Become faiiiii.iar with costs and materials 
needed in each typ^ of copying process. 

Prepare copies from available machines. 

Type stencils f and operate the mimeograph. 

Understand the costs and number of copies 
that can be run on the mimeograph. 

Type a spirit master. 

Use several colors in preparing a spirit 
master. 

Run copies on the spirit duplicator. 

Coordinate color duplication. 

Understand the cost and number of copies 
that can be run on the spirit duplicator 4. 

Let students prepare a statement to be 
issued to several different localities. - 



4 weeks 



To type office 
comnuni cations , 



2 weeks 



To compose business 
letters. 



THE STUDENT SHOULD: 

Obtain various letters from several busi- 
nesses illustrating differences in letter 
styles. ^ 

Be ^iven handwritten letters with various 
Errors and misspellings and be asked to 
retype them in mailable form. 

Know how to use notations, 
-enclosure notations 
-"sepiurate cover notations 
-postscripts 

-carbon copy notations 

. . *> ■ ^ 

THE STUDENT SHOULD: 

Know the basics 'business letters, 
-letters of acknowledgment 
-letters concerning appointments 
-letters making reservations 
-letters regaurding meetings 
•-letters of transmittal 
-follow-up letters 
-thank yo.u letters 
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TIME 



THE STUDENT LEARNS 



sueeesTED ACTivrriES 

AND LEARNING OUTCOMES 



2 weeks 



To use business reports 
and mariuscripts. 



/ 



About legal papers. 



How one can be a suc- 
cessful office worker 



-letters of inquiry 

-letters of ordering goods and services 
-r3mittance letter 
-adjustment-letter I . . 

-order^acknowledgncent letters 
-credit letters 

-collection letters ' . ' 
-sales letters 
-form letters 
-follow-up- sales letters 

THE STUDENT SHOULD: 



Knew the kinds of business reports. 

Follow correct procedure in writing reports. 

Be able to discuss the parts of a report. 

Prepare a report inqluding: cover, title 
page,^ acknowledgments, table of contents, 
lists of illustrations, list of tables, 
main sciranary, introduction, main body, 
conclusions and recommendations, appen-^ 
dix', bibliography, and index, 

THE STUDENT SHOULD': 



How to prepare and know 
what to expect from an 
interview. 



Become aware of preparing various legal 
papers and documients. 

Type wills and contracts. 

THE STUDENT SHOULD; 

Type a personal data sheet. 

Prepare letters of application. 

Complete application blanks. 

Take various tests used for placement. 

THE STUDENT SHOULD: 

Understand the purpose and scope of an 

interview. 

^ • .. . 

Know how to prepare for an interview. 

Let students prepare themselvee f or ;aufi 
informal interview held in the claSSioom. 



TIME 



THK STUDENT LEARNSv 



sueoesTED activities 

AND LEARNING OUTCOMES 



1/2 week 



1/2 week 



The introduction to 
data processing. 



About personal and i 
business relations. 



Emphasize the necessity of making a fol- 

\ low-up letter to an interview, 

\ 

\ . • ■ 

^HE STUDENT SHOULD ; ' ^. 

\ ■ 

Become aware of the need^ for data 
pfpcessing, . 

Develop cin understeindxng of business sys- 
tems as being basic to data processing. 

Give\reports on data processing. 

■\ ' ■ 

THE SllUDENT SHOULD; 

■ \ 

Discus^ desirable personality and char- 
acter traits important in business. 

Develop t^e ability of sel*f-analysis and . 
self- improvement. 



3 weeks 



Realize tjiat the success of business d6^ 
pends upon the* employee as well as the 
employer. \ 



About the world of work; THE STUDENT SHOULD: 



Self-evaluate to determine the ultimate 
selection of life goals as well as voca- 
tional objectives-, ; 

Discuss: i . . 

-who and what you are 
-values of [productivity 
-life goals 

-getting and keeping a job 
-how to manage financially 
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TEACHING SUGGESTIONS 



1. The teacher should concentrate on providing the trainee with refresher 
training of once-learned understandings -and skills which have been partially 
lost and to provide the trainee with an integration of the old and the new 
office understandings and skills by means of realistic , simulated office 
assignments. 

2. The teacher should invite experienced office workers into the classroom to 
discuss their duties, responsibilities, and the general nature of their work. 

3i Practical experience should be offered the trainee ieither through the simu- 
lated office, the classroom, or cooperative experience on the job. 

jb . 

4. It is suggested that the instructor make several field trips with the stu-r 
dents to various offices. 

5. A basic textbook should be available, with at least one integrated office 
practice set included for all students so that they may beccxne oriented to 
the ways in which their various skills are applied in an integrated manner in 
the successful performance of tasks in the lOffice. 

6. As much equipment as possible should be available in the classrooin, including 
the ba^ic office machines; and office machines training is built into the 
course. ^ 

7. Filing may be taught as a part of the course.^ 

8. Students may do secretarial and clerical work for outside organizations. 

9. The classroom should be equipped and furnished as a business, of f ice , and the 
respective work stations each contain the equipment and fximishings neces- 
sary for performing the work as it is performed in the business positions 
which c^are being represented by the respective projects. 

10. Textbooks jjid reference materials should consist of books on office prac-r 

. tice, dictation and transcription, filing, office machines, materials from 
the various businesses in the community , plus special" reference books such 
as dictionaries and secretarial . reference books. 

11. When the class is small and equipment adequate, the course may be conducted,, 
as a laboratory course, with all members working as one group. For large 
classes, rotation of sub-groups jnay be necessary in order to adjust to the 
equipment. 

12. Job sheets ^ to provide definite instructions, and jo>-progress reports are 
recommended. - , 

13. Training films and other audio-visual aids, fi^ld trips, arid work experiences 
are effective in acquainti ng p upils with procedures. " 

14. use practice sets. 
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15. Home economics staff and/or modeling school operators and buyers for 

department stores aire excellent sources for speadcers as well as reference 
and display materials. 

POSSIBLE BASIC TEXTBOOKS 

t* * 

•* •. " 

Agnewy Peter L., Meehan, James R., Pasewaurk, William R. y Clerical. Office Practice y 
. Fourth Edition y Sputh-Westem Publishing Company , 1967. 

> ■ • ■ ' ' . 

Archer, Fred C., Brecker, Raymond F.^ Frakes/ John' C. , Steward, Jeffrey R., Jr., 
Generctl Office Practice , Third Edition, Gregg Division/McGraw-Hill Book 
Company, 1968.. 
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COMPUTER PR06RAMMIN6 



Course Description • ^ 

This course is designed to provide a foundation for \iuiderstanding of and 
introduction to comjputer prograinming. It includes a study of the functions, 
logic, and programming methods of modem, digital computers; althou^ einphasis is 
placed upon typical business applications and the COBOL language.^ While it is 
usually taught in the science or mathematics 'departments , computer progranming 
might 'also be taught in the business department, each using a language, suitable, 
to specific needs. ^ 

Course Ob;jectives — -^^^ 
Upon completion of the course; the student should be able: 

1. To demonstrate an understanding^cxf proper documentation techniques, i.e 

' flow charts, file layouts , ^decision tables, coding, and testing. ^ 

2. To be able to write computer programs to solve problems using the COBOL / 
programming language. ^ - . ' . / ^ 



3. To dempnstrate an understanding of addressing, address modification, ^instruc- 
tion modification, looping, and b'ranching. " / 

/ ' ' ^ / 

4. To yys/ diagnostic listings in debugging computer programs. 

■ / * •■ ■ 

5. To/identify and discuss storage devices, their fvinction and/Structyire . 

6. ^'To eacplain the purpose and function of ^ a compiler. 
ll To'discujBS the place of data processing in a 'business^ enviroijpient. 

. ■ ^ ... - ■■■■■■ - " " " ■ ::/■ 

86 / 



8. To define general data processing tentns> such as file,;, record , field, batch 
processing, sequential cuid random access, CPU, etc. 



.Course Credits 



One-half 
Course Location 



11-12 
Course Leng^ ^ 

1. semester or 18 weeks for 90 class period3; 



North Dakota Secondary Course Code 
03022 



1/ 



\ 



/ 



/ 




/ 



riME 



THE STUDENT LEARN3 



SUQSES. : eO ACTIVITIES 
AND LEAKi^UNG OUTCOMES 



2-3. we-r Vs 



4r^6 weeks* 



The development of 
computers. 

-definition of a 

computer 
-data processing 

occupations 
-input/output devices 
-central processing 
unit 

-external storage 



TVil) STUDENT SHOULD: ■ 



Learn about. the development of computer 
equipment Via field trips, movies, demon- 
stration equipment, and lectures. 

Acquire an overview of computer compo- 
nents (central processing unit, input/ 
output, compiler arithmetic unit, control 
unit, external s^torage, other peripheral 
equipment) , 

Understand the uses for computers (record- 
keeping, problem solving, scheduling, 
information systems, and Control systems), 

ft 

:\zc^^ire a knowledge of peripherals, i.e. , 

cardreader , card punch, printer, disk, tape 

/ drives, /terminals and plotters. 

Have a kncwledge oil primary storage 
(memory-data representation, data and in- 
struction storage*, memory positions)* 

/ Have a knowledge of the Magnetic disk and 

tape (disk racks^ disk units, tape drives, 
— . reading and wr.iting^ record lengths, 
addres ■ ng) ,> ^ 

Problem-solving . THE STUDENT SHOULD: ' 

with computers • . ^ 

-problem definition Know how to use flow charts befoxe doing 
-analysis and solutioi> any prog^amri;-. ig, ^ . \ 
-implementation '* / 

Be able/ -o read/proper instruction i so 
that th^e machine can comt)ile the program. 



-program test 
-documen t at ion 
-job control language 




/ \^ 

Understjaila jhe use of /coding she^^ts, cc.i- 
in^^^ogram prapara^fion, and pro^'iram 



Do small probietoa. debugging ^ thear yDwn 




problems. 

Computer prograinming, THE STUDENT/SHQULD: 

-introduction to COBOL / . y/ , . - 

-cpBOL divisions Study jpb control language us;^ d by, the 

-programming techniques computer. 

-program debugging / , ^ 

HaVe an uii^erstanding as to the procedure 
, . used when , programming wi th COBOL - 
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THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTbOMES 



Programming systemis. 
-overview of FORTRAN, 
Report Program Gener- 
ator, and Assembler, 
Basic, and APL 



Understand and be able to* write instruc- 
tions, organize data, prepare program 
loops, and siab-routines, and be able to 
read tables. 

Be able to understand: etdminister diidn, 
programming check points and diagnostics. 

Be able to debug programs, i.e., payroll 
problems and checking account problems. 

THE STUDENT SHOULD: 

Be awcure of the existence of and the uses 
for the various computer languages. 



TEACHING SUGGESTIONS 



1. - The lecture-discussion method sho.iild be employed in a spiral development plan 

Lectures can be enriched with illustrations and demonstration's ^ cind the in- 
structor should extensively utilize the overhead projector and well-prepared 
Jbransparency foils. ' ' . ^ ^ 

•-•-•./' ■ • . . 

2. Ea,ch lesson should build upon the prravious Jne, progressing from simple to 
complex understanding. Following the pre;-rntation of new material, assign- 
ments of a leaminc; activity should be made for a[plication and reinforce- 
ment piirposes. 

3. Students sho^uld be expected to write' many computer programs^ The first ones, 
should be short and simple, and the teacher may wish to "walk" the students 
through this first program. 

4. A team approach, in, which two studdnts comprise one team, may be used effec- 
tively. This approach. is recommended 'only when class size exceeds fifteen 
students and/or where equipment availability prohibits extensive usage for 
student programs » . ' 

5. Some on-hand experience is highly desira)Dle for students. The objective 

of the course is to learn programming." Attention must be directed to writ- 
ing programs — not to computer console operation. 

6. Students should be expected to. develop good work habits, including neatness, 
particularly in the laboratory. Laboratory practices should be explained 
and students should follow them. . .< ■ 

7. : Instruction in key punching will be necessary in those schools wherfe stu- 

dents have not had this experience. 

8. There are several aids available to supplement and enrich instruction. The 
overhead projector is a must. ' Fa\j:ilities' for the preparation of transpar- 
ancy foils 5u:e also necessary. Ample chalkboard space is essential and 
magnetized chalkbosurds and magnetized flow chart symbols are useful in 
teaching of flow chsurting. ' . 

_ ■ \ ^ ' ■ ^ . 

9. It IS recommended that computer programminig supplies, such cus flow charting 
paper and template, -coding forms, and printer spacing char'f^a be used. 

10. A number of films are available, most of whiclivhaVH been developed by , com- 
puter manufacturers. These may he used effectrveiyr particulaucly in the 
earliest part of the course. \ . ^ . V 

\ 

11. Students should J,' debug" their own programs. . ^ 

si^^^ POSSIBLE BASIC TEXTBOOKS 

Wendel, Thomas, and Williams, William H. Introduction to Data Procisssing cind 
and Cobol , McGraw-Hill Book Con5>any, 1969. ' ^ 

Gross and Brainerd, Fundament^ Programming Concepts # Harper and Row, New York, 

1972. , . ^ / ^ 

Leeds and Weiriberg, Computer Programming: Fundamentals; Based on IB1V366 , McGraw- 
Hill Book Company, 1970. - 
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CONSUMER EDUCATION 

Course Desc r iption 

ConsuHier Education is the development of the individual in the skills, con-' 
cepts, and understandings requi^-ed for everyday living to achieve, within the 
framework of his own values, maximum utilization of and satisfaction from his. 
resources. 

Course Objectives ^ • 

At the completion of the course, the student will: 
lo Understand^ the role of the consumer in our economy. . 

2. .Develop the ability to make rational choices among alternatives. 

3. Become knowledgeable with the sources of . information which will aid the stu- 
dent as a consumer througho'iit life. . 

4. Recognize and learn how to avoid pitfalls that could greatly reduce real income* 

5. Develop the skills needed to solve new consumer problems as they arise. 

6. Know the relev^ce of economic principles^ to^ personal economic competence and . 
develop a basic economic understanding .requisite for responsible citizenship« 



7. Understand the different forms of economic organizations., including coopera- 
• tives. ' ' . ■ - '> 

Bo Understand how our economic system operates; the relationship between business 
enterprise and individual economic decision-making; and 1 r^.e of money in 
otir economy. * . , 

o - . 
9. Become aware of dependence on society for cfonsumption and of reciprocal respon- 
sibilities. ' . • 

91 / ■ \ 



OV Understand the economic principles that are essential for 'participation as a 
, citizen and voter in revolving economic issues of local, state, and national 

importance; Wise management of one's economic affairs; and performance as an 

efficient producer in .one's occupation and .profession.. 

1. 'Understaiid statistical tables and graphs as they relate to personal economic 
problem solving , and dfecisipn making.^ 1 



3. 



Understand the application of the principles and procedures of business to 
personal and family problems relating to earning, an income; wise mcSihagement \^ 
of money and savings; protect.ion from loss throughi insurance; pfocuremeijit of 
a home; and to personal expenditures. *. f. ' 

Have obtained greater satisfaction and. benefits through proper utilization 
of economic resources. 



.4. Have the knowledge, attitude, and insight to become intelligent consumers /of 



goods 'and services. 
!ourse Content 



/ 



V Consumer education content and presentation must- be oriented to students' 
:urrent concerns^ and to the recognizable interest:s of themselves and their fconiliesV 
^en this is 'done, students readily learn that consumer decisions must be /based upon 
3pctual knowledge and the application of basic econc^rnic principles. Consiamer educa- 
iion is preparation for livimj. It is setting goals and determining how; time, money, 
md energy will b6 spent to reach those grals« Ccnsianer education is a/life-long 
process, but today's students need to be given direction in order to start on the 
right road. 



/ 



:ourse Credits , ^ 

One-half 
::ourse Length 

One semester pr 18 weeks for 90 class periods 
Course Location 

11-12 

North^ Dakota Secondary /:ourse Co'de / 
-03140 ' ' - \ - ' ^ 
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THE STUDENT, LEARNS 



SU66ESTED ACTIVITIES 
AND LEARNING OUTCOMES 



About general principles 
of consumer purchasing, 
-consuiftcx-' s role as a 
buyer 
-income 
-market 
-sppply 
-demcind 
-costs 

-role of profits 
-circuit flow 
-decision-making 
-public policy 



THE STUDENT SHOULD; 

Gain knowledge , attitudes", and insights 
which will help them become intelligent 
consumers of goods and services. 

Understand that money must be allocated 
among many different needs and wants. 

Understand the effect of consuiher behavioic 
,iin the, marketplace- and on the national ecp- 
nomyo ■ . 

Be able to identify the alliematives for 
which income can be used, . 



-choices available in 
using resources for 
obtaining goods an^i 
services 



-factors which influ- 
ence purchasing de- 
cisions 

-economic factors 
involved in prices 
and price deter- 
mination 
-advertising and 
other motivational 
buying techniques 
-methods of payi;ig 
for goods ' and ser- 
* vices 



Be able tio evaluate alternatives- deter- 
mining cohse'quences of choices made. 

Know how to obtain informs tion aboiat, each ^ 
planned pi:d:chase before making a decision. 



Be able to i understand the motivations 
which stimulate consumers' to purchase. 



Be able to (evaluate the sales promotional 
devices u seel to encourage purchasing.' 

Be able to evaluate the soundness of infor-^ 
mation from various sources (including-ad- 
vertising) and use it effectively'^^ - 

Shop for a specif ic^item in several stores r 
comparing quality, selection, pribes, and 
store services. 



-techniques -which lead 
to more effective '\ 
consumer purchasing - 
-planninij purchases 
-comparison shop- 
ping (recognize 
standards o£ quali- 



Make a variety of decisions for the pur- 
chases of groceries f a sitered recording 
machine / a car, or a spoVts /jacket.-^ 

P.Ian tiieir itime and energy/in shopping to 
savQ nK>n4y iand improye buying skills. 



ty, reading labels, Recdgni^e how^individualy consuiner\decisions 



spals,.tag&Y and 
instruction book- 
lets evaluating . 
guarantees and 
warranties) 
-developing jsound* 
relationships with 
sellers and saleS- 
, peoj^e 

-\ase of ; cooperatives 



affect ecohpmic activity. 

Invdistigate and report/on the advantages 
andj;diisadyantages of buying* from maii"""^* 
order hoxaseSL, discbunt storeis, specialty 
shops r department stbres^ chain- stores. 



Vehdinig machines/ 



door-to-door salestaen. 
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TMC STUDgNT LEARNS 



SUeOESTED ACTIVfTIES ' 
AND LEARNING OUTCOMES 



THE STUDENT SHOULD: 

Determine what characteristics to lodk for 
when buying a transistpr radio, golf/ cliabs 
a typewriter, school clothes. 

investigate, evaluate, and report on 
sources of -consumer information, i^e.f ad- 
vertising, sales people , business i and 
government publications , magazine^s , books , 
and unions. . ^ \ . . 

As a committee, inyestigat^e. private assp- 
ciations, business organizations , tcind 
government agencies that ^erve consumers, 
and describe services prqVided. 

As a group, study and report on the 
buying incentives and advantages and dis- 
advantages (trading stamps^, premiums, 
coupons', prizes, contests, 'e^tc.) . 

As a group, collect labels for every ' - 
type' of merchandise possible and mount 
^ them afe a di<spl!,ay explaining" the different 
types of , infonhat^on available from labels 



Budgeting or managing 

money. . 

-yklues and goals - 
-needs and wants 
-de ci s ion -making 



■7 



THE STUDENT SHOULD; l . ■ ' 

Develop tlie ' i^fiders tanding , knowledge , / 
skills/ and attitude necessary for making 
rational decisions in using income and 
other resources. 

^ ■ ■ ' ■ y : ^ 

Become capable~of • settiiig priorities on 
__personai needs, Wcuits, and goals. 

Be able to make wise decisions in the use 
of economic resources to meet needs, wants 
and goals. 

Through discussion questions, .develop the 
me?ning of any or all of the following 
tom;s: goals, needs, wants, values, 
resources, income / real irfcome, money' in- 
co-ne, attitudes, economic conditions, eco- 
ncmic activity, expenses, keeping records, 
living standard, level of living. 

Se't up a spending plan for one of the fol- 
; lowing: "My senior -^year. in high school; 

my first ye eir in college; my first, ye aur ^on 
/ the job; 'and, b\ir first year of marriage." 
S Plans; should include realist^fp goals, in- 
come and expei^ses. Students can estimate 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



Using consumer credit 
wisely. 

-what is consumer 
creditV- > 



THE STUDENT SHOULD: 

what expenses will come up for each situa- 
tion/ how much income they will have, and 
what goals will be important to them. 

Write down how they remember spending their 
money over the last week. Then keep a 
trial record of how they actually spent 
their money during the following week. At 
the beginning of the third week, compare 
the two and work out a spending plan. 

Form into groups, on the basis of their - 
interests, select one of the* following 
projects for investigation, and report to 
the class. 

1. "Have Budget', Will study." — Investi- 
gate costs at one or several colleges 
and plan a budget for college expenses, 
Include personal costs during the 
firsrt year of college. 

2. "Price Tags on Wedding Bells." — Inves- 
tigate costs and develop a budget plan 
for low cost, a moderate cost and an 
elaborate wedding. M2dce an evalua- 
tion of these based on the reaction 
of each' member of your group, dis- 
cussing alternate uses of funds 
available . 

Use role-playing to dramatize decision- 
making — a couple planning to meet the 
costs of their first child, a couple dis- 
cussing pros and cons of the wife working, 
a** family planning^the use of income for 
one year. 

Collect and evaluate, all of the different 
kinds and types of budget forms from banks, 
credit unions, finance companies, and other 
sources. Select from among these, or de- 
velop their own budget system as a group, 
and report to the class which is most suit- 
able and why. 

Study and discuss budgeting for fcimilies 
with irregular income, families with a 
double income, and newly married couples. 

THE STUDENT SHOULD: ^ " - 

Be able to recognize the significant func- 
tion of consumer credit in our economy. 



I 



TIME 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



/-advantages and dis- 
advantages 

-kinds of consuin<ir 
credit 

-forms of credit 
agreements 
-installment 
credit agree- 
ments 

-revolving charge 
agreements 

-establishing credit 

- -using consumer cred- 
it wisely 

-cost of using credit 



THE STUDENT SHOULD: 

Learn to appreciate the values as well 
as the obligation involved in the use 
of credit- 
Know that credit costs money and under- 
stand the expenses involved in providing 
this service- 

Visit different retail establishments, 
i-e-, a jeweler, a department store, an 
automobile dealer, a motorcycle dealei;^ 
a furniture store, a mail-order outlet - 
Obtain all facts on the purchase of an 
item on an installment plan. 

Use role-playing where members of a 
family have over-extended their credit 
and are trying to work themselves out 
of this financial problem- 



-jRl aces to bor row 
-lenders 
-banks 

-consumer finance 

conpanies 
-credit unions 
rlife insurance 

companies 



Know which retail stores do not extend 
credit to consumers and why not. 



-consumer credit laws 
-loan laws of North 

Dakota 
-Consumer Fraud Act 

of 1961; 1"961 
, Amendments^ 
-retail Installment^ 

Sales Act of 1967 
-truth-in-lending ^ 

legislation 



1/2 to 
1 Week 



ERIC 



Buying goods - 

'-eating and good buy- 
ing habits 

-factors affecting the 
food budget 

-number of persons,' 
size, sex, activi- 
ties 
-family income 



THE STUDENT SHOULD i 

Develop the ability to buy nutritionally 
adequate food within the fcunily food budge,t. 

Understand local, state, and federal food 
regulations and laws. 

Leeirn to use leibels, brands, grades, sizes, 
and prices as guides in buying goods. 
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^ ^ SUeeESf ED ACTIVIT8ES 

THE STUDENT LEARNS AND LEARNING OUTCOMES 



-family food pat- 
terns 

-amount of enter- 
.taining 

-price variations 
-shopping and cook- 
ing skills 

-consumer aids and in- 
formation 

-publications 
-governmental ser- 
vices 
-legislation 

-wise buying practices 
-budgeting 
-packaging ^ 
-labeling 
-grading 

-advertising \ 



THE STUDENT SHOULD: 

Develop the, knjDW^.edge required in plan- 
ning, buying, storing, preparing, and 
serving food. 

Survey the kinds of foods on which the 
teenager spends money, as a panel of 
parents and students discuss the propor- 
tion of income families spend on food. 

Accompany parents, relatives, neighbors, 
or friends on food shopping trips eis a 
silent observer. Keep in mind impiilse 
buyin'g. ; . 

Analyze food budgets for several family 
types (newlyweds, single persons, families 
with young children, families with teen- 
agers, families on welfare, food stamps, 
etc . ) . 



-food principles relat- Listen to a retail food merchant talk on 



ing tb *€he consumer 
-planning 
-buying 
-storage • 
-preparation 
-serving 



his observation of shoppers, 

Compare commercially prepared foods with 
h(Sne prepared foods . Compare cost per 
uni't of measure for various forms of food: 
frozen, fresh, canned or dehydrated. 

Use radio and television to learn of 
seasonal food bargains and thrifty fpod 
management. 

Set up a display of common can sizes and 
equivalents, or plan a bulletin board .on 
costs of convenience foods. 



About buying clothing, 
-wardrobe planning 
-individual job 

requirements 
-social and rec- 
reational satis- 
faction 
-family needs 
-available funSs 

-performance of fab- 
ric in, relation to 
fiber and fini^?: 
^classification of 
fibers cind their 
characteristics 



THE STUDENT SHOULD : 

Understand that an individucd can dress 
well even though he may not have much 
money. 

Develop the ability to analyze one's 
clothing ni:;eds and plan a clothing ward- 
robe. 

Learn the principles of clothing selection 
and acquire ability to use these princi-- 
ples in selecting a wardrobe that is both 
attractive- and fvinctional. 
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THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



-construction of 

fabric 
-textile finishes 

-care and maintenance 
of wardrobe 
-daily care 
-laxandering, dry 
cl e aning , s tain 
removal 
-seasonal care 

and storage 
-minor repairs 



/ 



THE S TUDENT SHOULD: ■ 

«3 : — : — 

Be able to use standards for judging the 
quality of construction in xeady^made 
clothing. 

Understand fibers used in clothing and 
the relation of the fiber to clothing 
construction . 

Become familiar with consumer information 
. and protection as related to textile's 
and clothing. 

Be able to appreciate the importance of 
the proper. care and repair of clothing. 

Discuss items that are included in a 
suitable wardrobe. 

Take inventory of his wardrobe, listing 
items, colors, etc. Study how many dif- 
ferent clothes combinations are aval] able. 

Make a bulletin board of advertisements. 
Analyze those materials which add and 
which do not add to consumer information. 

Discuss: Why do so many people say, "I 
have nothing to wear" even though their 
closets are filled with clothes. 

Make a collection of labels taken -from 
garments recently purchased. Analyze the 
informationr which they offer. 

Discuss principles of budgeting for 
clothes. Factors that determine how 
much is spent for clothing cind what is 
gained by having a plan should be discussed 

Report on different ways clothing lAay be 
purchased: time> payment, ccish, .charge 
accounts, flexible charge accounts, layaway 

Conduct a. survey on cost of wardrobe 
main^tenance. 



About buying furnishings THE STUDENT SHOULD; 
and appliances. 

-factors affecting 
\ choices in furnish- 
'ings and appliances 



Develop the abiljlty to make wise decisions 
in the selection of home fiamishings and 
applicuices. 
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TIME 



. THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



-stages in family 
life cycle 
■ -size of famill^ and 

ages of members. 
•> -money available,^ 
-occupations and in- 
terests of family 
members 
-values and goals ' 

-principles of color 
and design 

-buying furnishings. 

-sbcial and psycho- 
logical needs 

-personal prefer- 
ences 

-construction 

-harmony in line , 
color and design 

-cost and kinds of 
payEjent 

-arranging and caring 
for fiirnishings 

-buying appliances 
-equipment needs 
--construction 
-comparative costs 
-installation and 
use 

-care and servicing 
-customer informa- 
tion and protec- 
tion 



THE.:;>STUDENT SHOULD: . ' 

Understand thfe importance of planning 
how much will be spent for furnishings 
and appliances. 

Appreciate good quality in furni-shings 
and appliances. 

Develop an interest in selecting furnish- 
ings that reflect personal tastes. 

Develop the ability to select and arrange 
furniture to meet perspnal and family 
needs. 

Understand the special requirements for ' 
appliances. 

Recognize €hat planning the purchase of 
large and small appliances involves all 
the costs related to buying, operating, 
arid servicing the equipment. 

Discuss with the economics teacher and ^ 
industrial arts teacher, furniture styles, 
designs , construction , etc. 

List the furniture found in most homes, 
and divide the list into needed and 
luxuiry items, . ■ 

Make a. list of furniture for a beginning 
family. Using .catalogues^ estimate the 
cost. Summarize by giving reasons for 
choice of these items, / 

Visit a local furniture store. Investi- 
gate different styles and qualities and 
learn how to 'evaluate each. 

Use role-playing to dramatize buyin'g a' . 
major piece of furniture or equipment. 
Consider operating, and servicing costs. 

Collect and discus^ warranties, guarantees 
seals, labels, and tags from appliances 
and household equipment. 



1 Week About buying services, 

-selecting a service 
organization ^ 
.-paying for the ser- 
vices 
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THE STUDENT SHOULD: 

_ *\ ■ 

Develop an aweureftess of the importance of 
shopping carefully for vservices. 
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THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
,AND LEARIViING OUTCOMES 



-undej^tanding con- 
s\m^ rights and 

• available protective 
agencies 

-professional services 
(mediccil Joctors, 
dentints , lawyers) 

-repair services (TV' 
sets, carS/, record 
players , appliances 
and equipment) 

-personal serjfices 
(laundries r dry 
cleaners, beauty 
shops, barber shops) 

-financial services 
(insurance, banking, 
credit, inves^nents) 

-household help (child 
care, yard care) 

-procedures suggested 
to minimize servicing 
and repair costs 

-keep important rec- 
ords (bill of sale 

- W2a:ranty , service 
contracts) 

-read and keep in- 
struction booklet 

-check the installa- 
tion of er^uipment 

-make routine check 
atnd investigate 

* before c^ling 
service xoan 

-give essential facts 
about appliance and 
problem when calling 
for service roan 



THE STUDENT SHOULP-; 

Recognize that services include those of 
professionals in health, legal, and 
other areas. 

Understand the importance of dealing only 
with persons and organizations in \/hOTi 
you have confidence and trust. \ 

Appreciate the necessity of following 
instructions -in operating equipment to 
prevent unnecessary repair bills and to 
avoid early replacement. 

Have an awareness of information and con- 
sumer aids that are available and neces- 
, sary in making intelligent choices in the 
area of services. 

Make a list of all the services purchased 
during a school year. Total the amount. 
Compile class findings to determine in. 
what areas services are most frequently 
needed. 

Seleot^'ep repair service for an appli'ance 
that is out of order. 

Make a compilation of all the information^ 
refering to care and service that they 
can find on labels, tags, seals, packages. 
Note government grade and inspection seals. 
Compare guarantees and warranties. 



Role play an interview situation of hiring 
an individual for household help, child 
care, or yard care. Noting the' price to 
be paid for the services, ^xplaiin what is 
to be done,,, etc. 



/ 



Explain what is meant»-by "preventive main- 
tenance" and what basic ^equipment, repairs 
can be -made at home jDy men or women. Also*" 
demonstrate severail basic repairs. 

Give examples of "no extra charges" 
services. 

•*-» 

Conpare the price of a single item in each 
of the major types of retail stores. To 
what extent do they differ? c Which offers 
the best selection, service, warranty, etc.^ 
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THE STUDENT LEARNS 



SUeeESTED ACTIVITIES 
AND LEARNING OUTCOMES 



-THE STUDENT SHOULD: 



1 Week 



Purchasing and main- 
taining automotive 
products an'i services., 
-warranty 

-meaning of a term 

warranty 
-value of a war- . 

ranty to a buyer 
-meaning „q^f iirplied 
warranties \A; ■ 
-iit5>ortance of tim^ 
. element- 

-installmen^^piirchas- 
ing 

-methods of financing 

-principle types of 
automotive insurance 
-personal injury 

liability 
-property damage 

liability- . 

• -basic and extend- 
^ ed medical cover- 
age 

-damage for bodily 
injury. caused by 
uninsured motor 
vehicles 



. Listen to an executive' from a local ^. 
department store or visit the store to 
determine all the services available. 
Pool all glass information.. .. Debate pro 
arid con — "You should patronize your 
neighborhood store." 

From exait^les of warranties or guarantees, 
be able to answer: Does the guarantee 
cover the- entire product orygu^t part of 

.it? Which part? * Does the*^guarantee cover 
what it wiir do? How long ^does the^ guar-** 
antee last? How will the guarantor per- - 
form? Will he undertake to ijeplace or 

^refund in case of defect)^ or failures? 

Be abie to describe "lifetime guarantees", 
without qualifying terms. \' ^ 

THE STUDENT SHOULD: 



List probable uses and overall cost of 
operating, jnain tain i*ng, and servicing. 

Distinguish-between nee<?ls and desires be- 
, fore-'signing a legal contract in pui;;- 
chasing an automotive product. 

Understand the difference betveen a 
and guarantee, j.!-— 

Become faiirdli'SLf'' with using a forraxila for 
determining the cost of \pperation . 

Know the formula : • 



TOTAL FIXED AND VARIABLE COSTS ^ COST PER 
ANNUAL MILEAGE MILE 



Understand the methods and costs of financ- 
ing an automobile or other automotive pro- 
duct. 

Understand North Dakota automotive insur- 
ance regulations, classification of the 
principal types of automotive insurance 
and costs involved.^ * 

Realize that insurance is essential in 
owning arid operating an autotnotive product. 
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THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



-emergency road 
. \ , service 

-comprehensive 
-collision 



THE STUDENT SHOULD; 

Make a market^ survey for reactions of 
adults who have bought both new and used 
, cars - 

■ • . \ -J 
. Listen 'to -an independent auto mechanic 
explain and demonstrate testing procedures 
before purchasing an automobile • 

\, 

Prepare a report on "risk sharing" and 
the importance of insurance, \ 

- " \, 

Prepare a budget on automotive costs^.and^ 
keep ah actual record of costs. The car 
c^ be family, personal, or a friend's N.^ 
unit. " , . . ■ 



To use leisure time, 
money , and - energy . 
-guideposts for lei- 
sure time activities 
-seek recreations 
that help others 
as well as one- 
self 

-select some rec- . 
reations that., one 
can continue and 
devj^lop as one 
grot/s older 

-find recreation 
within one's means 



\ 



THE STUDENT SHOULD: 



Become aware of the great number and 
variety of leisure time" needs and wants. 

Become aware of leisure time opportxini- 
ties and facilities in their coKunxinity 
and nearby area. 

Learn to include leisure time costs in 
their money management. 

Write a short report on a memorable day 
of leisure. time within recent months. 
State the time, location, activities,, 
cost, and why the day will never be 
forgotten. 

Indicate if they are plcuining to buy goods 
or services for leisure time iUcthe near 
future, listing what stores or places 
Cbuld the activity be purchased,^ the approxi- 
mate cost, additional supplies and/or service 
and where they can obtain helpfiil information 
before he 'buys these' goods and services. 

Report orally or in writing the information 
afiout a leisure time activity as reported 
in a consumer magazine. «. 

Inquire about the total cost of a vacation: 
the fcunily s\jmmer and/9r holiday vacation, 
travel or ceurping. . ■ 



.102 



\ 



TrME 



THE STUDENLT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOM 




1 Week 



ERIC 



THE STUDENT SHOULD; 

F^rm a panel to consider the following 
concept: Future years will bring more 
leisure time. Economists^ say that man 
may woi^ only twenty hours a week iji-the 
'^ear^OC^ Discussion on how they are ^ 
preparing\for tha^day may be used. 

Investigate "Go now. Pay later." arrcinge- 
ments for. travel as^'to thje costs of the ^ 
plan ^d -the pros and cons. 



About renting or 
owning a home . ^ 
-determining" amount: 
that can comfortably 
be spend on housing 

-deciding whether to 
rent/- buy or build 

-evaluating housing to 
meet needs 
- -heating 
-home wiring 
-plumbing 
-air conditioning 
systems 

-selecting specialists 
to help one find 
suitable housing and 
finalize the trans- 
action 



-financing housing 

-property and liabil- 
ity insurance 

-selecting a mover and 
preplanning your move 



THE STUDENT SiiOULD: 



R^f^ize that bousing, needs vary with ^ " J 
changing staged;., in the life cycle. ^ - 

Recognize legal a^^feects of renting,, buy- 
ing and building. 'V/""" 

Wprk o'^ problems to discover how the 
cost of housing, rises with a reduction in 
the down payment and an^ extension in the - 
duration of the loan. \ 

List what they consider the var:ious respon- 
sibilities of the home owner. \ 

Visit financial institutions in the com- 
munity to determine theXpuras^nt. availabil- 
ity of mortgage credit. 

Determine from the real .estate advertise- 
ments in the newspapers, the prices at 
which various types of housing are being 
offered for rent and for sale. — 

Find out about job opportunities in the 
field of hbusing, noting the variety of 
types and requirements for the job. 

Select one of the following for a short 
report: 

-basic principles of good arrangement in 
a home 

-storage space in the home ^ 

-effective use of color^ in the home . 

-compare types of heating 

-the ^mobile home 

-local building codes ' 

-zoning requirements 

-movable partitions ■ . 
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THE STUDENT LEARNS 



SMGGeSTED ACTIVITIES 
AND LIf ARNIN6 OUTCOMES 



THE STUDENT SHOULD: 



-FHA Home Improvement -^oai^s 



How to make use of-* 

\insurance'- 
\ -insurance — the idea 
and its implementa- 
tion • " 

-types of life insur- 
ance »• 

T • 

-types of health', 
automobile and proper- 
ty insurance and their 
relat/ive importance in 
planning a program of . 
in'surance ' 

-how to plan a person- 
al or family insur- 
alice program Within 
blidget '^limitations 



THE STUDENT SHOULD r 

• — ■ 1 : ^ 



Have an understandin^r of insurance prin- 
ciples and practicoc . - • - 

Appreciate the economic values of insurj- 
ance. ^ " 

Recognise tlie range of choice open tb^ tihe 
li'fe .insuraance buyer' and learn the basis^ 
for making choices among alternatives. - 

\ 

Knov^^the characteristics- and uses of 
various types of health, automobile, and 
property insurance and be able to deter- 
mine their rej.ative value in relation to 
needs. ' * 

Realize the kinds of social insurance 
available (unemployment, workmen' s com- 
pensation, old age, survivors, medicare) 
and understand their place in a personal 
. insurance program. 



Obtain an insurance contract, read it 
carefully and discxiss good and limiting 
features. * 



^Check to see if the fainily property 
insurance covers? their personal possessions 
such as bicycles, typewriters, recorders, 
etc.", ag.c^iii§;^ destructio'iTand the^t. 

Know how to use credit ceirds, and find out 
if they are covered for the loss from its 
. misuse by one who steals it or finds it. 



Be awcire of the advantages and disadvan- 
tages of expanding social i/ilsurance as it 
has expanded in Great Britain or Sweden. 

Report on the provisions for medical insur- 
ance, i. e.. Blue Cross and Blue Shield. 



Study the advrmtages of hot having yo\ir 

insurance cover- the first fifty dollars 
of loss. - 
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THE STUDENT LEARNS 



. SUeSESTED ACTIVrriES 
AND LEARNING OUTCOMES 



Savings and x:'^re,uz~ 

ments. ' 

-stages in the. life 
cycle as they apply 
to objectives or' 
goals for use of in- 
come 

-rate of return 

-safety 

-availability 

-outlets for .'savings 
-bank accounts' 
-stocks and bonds 
-savings and loan 
associations 

-ouJ:lets for savings 
-bank accounts 
-Stocks and, bonds 
--savings and loan 

associations 
-credit union 
, shares 
-annuities 
-insurance policies 
-pension and re- * 

tirement plans 
-government secur- 
ities 
-consumer coopera- 
, tives 

-ways to invest 



THE STUDENT SHOULD: " / ' ' 

Learn what types of automobile^ insur- 
ance should be carried^even though - . 
th6y are not required by law. , > 

Study the insuraricje laws 'of North Dakota. 

the"" STUHENT' should ; - • 

' ' . '^^f- ■ ■ 

Gam knowledge, attitudes, and insight 
into th^-^various types" and kinds' af 
savings ^and investmeivt outlets. ' ; 

Deve^lop an understanding, and appreciation - 
of the^^diriportance of selecting worthwhile 
or des'ired goals in the; establishment of ^ 
a savings plan. • ' 

Recognize that education is"^ investment 
in yourself; that purchasing -durable* goods 
is»an investment in living; and that bud-, 
ge ting income producing assets is putting 
money aside, hopefully, to produce addition- 
al income. ^ 

Acquire basi.c understandings ' and attitudes 
of the importance and contributions Attain- 
able^ through planning for. financi^tl. security 
and well-being. . ' ' 

Become acquainte'd with the'-dif ferent ways 
of saving money and to acquire a familiar-*- 
ity of the special characteristics of 
these different ways. , 

Be knowledgeable o% the. many forms of in- 
vestments availabl'e and the auno.unt or - ' 
kinds of returns .resulting-^ from. each. 

Realize how savings can help them reach 
their %o^ls^ 



Acquire a basic understanding of invest- 
ments. . . . , 

- * * ' '"^ 

Understand the concept ^~f^ financial security 

Select and report 6n one of tljf following: 
savings accounts, government bonds, credit 
union shares, life insuTcince policies, an-', 
nuities, pension and retirement plans. 



THE STUDENT LEARNS 



SUGGESTED ACTIVITIES 
AND LEARNING OUTCOMES 



THE ST^UDENT SHOULD: 

Select one business firm appearing on the 
New York Stock Exchange and prepare a 
brief report of its purpose* type of prod- 
uct (s) or seryice(s) involved, earnings ' 
for \ast three years, and a general state- 
ment c?f the potential for .future earnings . 

In small groups plai^ and report on invjSfet- 
ing a definite amount of money; Reports 
should include the objectives of the invest 
ment, expected outcomes, growth possilD ili- 
ties, risks, etc. 

In small groups report on a savings or 
investment program for a college /Stud^snt, 
a newly married couple, 'a fcunily, with two 
young children, and a retired* couple. 
Present these to the drlass for suggestions, 
recommendations, and comment. , 



Consumer taxes': 

-loc.pil taxes : 
-real property 
-person aL property 
-qtility tax 
-retail sales tax 
-excise tax 

-county taxes 

-real property 
-personal property 

-state taxes (North 
Dakota) 

-retailers' occupa- 
.tional tax 

-motor fuel tax 

-motor vehicle li- 
cense 

-public utility 
revenue tax 

-beverage and liqr 
uor t^ 

-insurance fees and 
^ taxes 

-cigarette tax.,^/ 

-withholding tax 

-game and fish li- 
censes 

-liquor licenses 



THE STUDENT SHOULD: 

Understand the scope of taxation.* 

Appreciate , the strengths and weaknesses 
of different tapces. 

Develop attitudes of concern, inquiry, 
and responsibility toward taxes. 

Understand the source of taxing powers 
and procedures for amendment of those 
powers. V ' ^ 

List the services that /local, state, and 
federal governments offer to cpnsumers. 

Participate in a panel on €he 'topic: 
Consumer citizens, can reduce taxes. 
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TIME 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



-federcd taxes 
\ -individual income 

tax 

-corporation income 
tax 

-excises taxes 
-estate and gift 
taxes ^ 

-the role and ^scope of 
deficit finamcing as 
, * related to"^ tcixation 

'1 IWeek Consumer ri^ts jand re- 

• '. sponsibilities, , 

-what core consumer 
* . rigrits 
, \ . ■ -what are consumer 

responsibilities 
\. ...'-consumer values and 
goals 

. \ -consumer protection 

-^professional associa- 
• tions aiding con- 
sumers , 
—state departments of 

consumer protection 
-government pirotection 
of the consumer ' 
-consumer responsibil- 
ities toward education 



THR STUDENT SHOULD: 

Know'llow indivitJual decisions affect 
our economic system. * 

Understand how consumers can protect 
their rights and accept their responsi- 
bilities. . 

Learn how to make the best use of the ^ ^ 
aid. and protection afforded €he consumer 
by business, government, and independent 
agencifes and organizations. 

Develop an appreciation of tlie economic 
value of cm education to the individual , 
to the coinnunity, and to the nation. , 

As part of a committee, report on current 
consumer issues, i.e. r jprices, advertising, 
unions, and government regulations. 

From newspapers or magazines report on 
> controversial consumer issues and proposals 
for solving th*^m. 



POSSIBLE BASIC TEXTBOOKS . .<Vi^ 

WarmKe, Boman F., Wyllie, Eugene D. , Sellers, Beulah E. , C^risumer Decision Making 
Guides To Better Living , South-Western Publishing Company, 1972.. 

Warmke, Roman F. , Wyllie, Eugene D. , Wilson, W. Hatmon, Consumer Economic Problems , 
' Eightlf^Edition, 'South-Westejtn Publishing Company, 1971. 

WiihelmS, Fred T., Heimerl, Ramon P., Jelley-/ Herbert M. , Consumer Economics, 
Third Edition,. Gregg Division/McGraw-Hill Book Company, 1966. 




DATA PROCESSING . 



Course Description 

Introduction to data processing is an orientation course in which students 
are introduced to data processing methods , utilizing manual r mechanical, electro- 
mechanical , and electronic processes. Students should understand the demauid for 
improve^?! data systems in business and other fields. The course also includes a 
general" introduction to ^computer programming and a study of the computer, and 
society. 

Course Objectives 

1, To develop an understanding and an appreciation of the importeuice of infor- 
mation handling, - 

■'2, To learu a brief history of data processing starting with the first data 
processor — the human, 

3, To acquire a basic knowledge of the four methods of data processing-- manual 
data processing/ mechanical data processing,, punched card data pTOcessing and 
electronic data processing, . 

4, To have students become familieu: with 'the most commonly used machines in 
information handling, 

5, To develop acknowledge of the mechanical system of automatic data processing. 

•■' * 

6, To provide an understanding of the machines and methods used in performing 
business problems in a coznputer otriented system, 

7,. To learn various applications of the electronic computer, 
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8..^ To provide an understanding of the machines \ised in solving business problems 
in a computer oriented system. 

9. TO gfve the "student an understanding of methods and procedures used in defin- 
ing -business problems,, . - 

10. To provide the student an opportunity to understand the computer concepts of 
programming and coding (Binary— -Hexidecimal and Octagal system) • 

11. TO give the student a basic understanding of the operation of the electronic 
digital computer.' 

12. To provide information concerning systems and procedures in automatic data 
processing. . - . 

■ e 

13. To provide information concerning analysis and design of an integrated 

data processing system. ' " 

14. To provide information concerning personal and professional characteristips, 
education, and training necessary to enter^- the field of data processing. 

> a 

15. To provide guidance for interested students who desire a career in the field 
of automatic data processing. 

16. To provide an insight into the future of automation and automatic equipme;it. 

% 

i . . 

Course Content 

This course should be designed so that no machines other than possibly a key- 
punch will be necessary for use during the course. However, visual aids in terms 
of charts, slides, and movies can anr^ should be used to supplement the text and 
other student materials used. During this course the student should learn basic 
communication with machines as he learns to speak and r^ad the language qf auto- 
mation. The student should learn how to plan card fields for recording informa- 
tion and how to interpret data in code form. The different methods of using 
punched cards, punched paper tape, magnetic tape, and marked-sensed cards in pro- 
cessing data are explored. Arithmetic problems are solved in binary code. Simple 
programs are written firs in human language, then in a machine language, and 
finally in a symbolic language. The importance of block diagrams and elementary 
flow charting is deinonstrated through practical application exercises. 

Course Credit 

One-half 
Course Location 

11 - 12 . ^ 

Course Length 

One semester for 90 class periods. » ^ 

North DaJcota Secondary Course Code 

03024 ill 
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TIME 



THE STUDENT LEARNS ' 



sueeesTED activities 

AND LEARNING OUTCOMES 



1 week 



The history and evolu- 
tion of data processing. 



5 weeks 



The use of tabulating 
cards and tabulating 
card equipment. 



THE STUDENT SHOULD; 

Be able to give the four types of data 
processing methods with examples, 
-manual methods (origination, input, pro- 
cessing, output) 
-mechanical methods (origination, input, 
processing, output) 
. -electromechanical methods .. '(6rigination, 
input, processing, output) 
-electronic methods (origination, input, 
processing, -output) 

Realize that the human being was the first 
data procriiisor. | 

// 

Understand the relationship between men- 
tal computation and evolution to high 
speed electronic computers. 

Understand the use of machines and other 
devices to facilitate data processing. 

Realize man's need for faster and more 
accurate devices to take over the great 
amount of routine mathematiccd calcula- 
tions in modem science an;d business. 

THE STUDENT SHOULD: -^'^ ■ 7:. 
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Learn the development of the tabulating 
card .and mechanical tab card equipment...; 

Study a brief history of tabulating \i:ards 

and equipment. 

■■ ■ " i" 

Learn the data processing cycle and media, 
-origination (types of source document,. 

. reasons for accumulation of data) 

, -input — systems and media, (punched card, 
punched paper tape, magnetic tape, 
discs, drum and microfilm, card read/ 
punch, plotter, data converters, CX:r 
and MICR, and cathode ray tube) 
-memipulation ( computation , storage and 
retrieval, classifying, sorting, and 
summarizing) 
-output~sys terns and media (printouts, 
punched cards, punched paper tape, mag- 
netic tape, disCs^i drum, microfilm) 

\\i \ 
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sueeesTED activities 

TIME THE STUDENT LEARNS AND LEARNING OUTCOMES 



Learn the functions of data processing 
.and tabulating card equipment. 

Discuss: 
-origination ^ of data 
-processing of data 
-output of data ;» 

.Understand the, tabulating csurd. They 
should know the basic types of tabulating 
cards, card fields, and cctrd designs, 
(card types, edges and faces, columns cuid 
fields, Hollerith code). 

Have' an understanding of tabulating card 
equipment. 

Be familieir with the card punch and ver- 
ifier, knowing its functions (alphabetic 
and. nixraeric pxinching, card planning' and 
layout, the prpgram card) and should also 
know how to punch and the purpose of a 
program card. 

Understand the verification process and 
its importance. 

Become aware of job opportunities using 
tabulation card equipment. 

Understand the fxinctions and operations of 
an interpreter. 

Become acquainted with the workings of the 
sorter. Stress its functions, operating 
procedures (numeric, alphabetic sorting, 
and' block sorting). ' : 

Become familieir with the fxinctions eincl 
operating procedures of the collator 
(matching, merging, selecting, sequence 
checking, collating) . 

Understand the functions and operating pro- 
cedures of the accounting machine; with 
emphasis given to printing, counters, 
selectors, summary punching / group con- 
trol, and the forms printed. 

Conduct a summary over all previous mate- 
rial covered in relation to the tabulating 
equipment. 

Ill 
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THE STUDENT LEARNS 



The use of electronic 
computers. 



Become c*cquainted with the Accounting 
Machine (printing and listing, detail and 
group printing, accumulating totals, sum- 
mary punching, the control tape), , 

o 

Become familiar with the Reproducer (gang 
punching, summary punching, giark-sense 
punching, reproduction) , 

THE STUDENT SHOULD: 



Discuss career opportunities using 
computers. 

Understand types of computers (digital, 
analog) and applications (simulation, 
real-time, delayed time), 

■ ■\ .■ ■ - ^ , ■ 

Study components ^f a computer system, 
-source document^ 
-input 

-laanipulation ( storage-retrieval , arith- 
metic/logic, control tanit) 

Discuss the functions and speed of . 
working arithmetic problems. 



\ 



Computer prograitming. 



THE STUDENT SHOULD: 



Learn the definition of prograinming. 

Discuss programming procedures, 
-analysis of problem and equipment 
-flow charting (logic, document flow, 

symbols, branching and lodping) 

-binsury code (number representation, 

computations) 
-coding (source programs, compiler pro- 
grams, object programs, debugging) 

Understand the con^uter operation. At 
this ppint the instructor should choose a 
typ9 and model of a -computer and symbolic 
language with which he is familiar to ex- 
plaifi to the students. 

Become acquainted with the input-output 
phase of computerfll. Discuss type, -speed, 
and capaci^, ^ 



114 

112 



THE STUDENT LEARNS 



sueoesTEO activities \ 

AND LEARNING OUTCOMES 



Systems analysis and 
design. 



The social cispects of 
automatic and data 
processing. 



1 15 



Describe the types of information and 
representation y s'ach as: binary ^ octal ^ 
and, decimal. 

Know the methods of programming^ -with 
emphasig^ on symbolic languages and pro- 
cedxireso ' 



THE STUDENT SHOULD; 

J' 

Understand systems concepts. 



Learn .the importance of obtaining informa- 
tion. " ■ . 

Know how to improve the rfesults of the 
system and plan an overall integration. 

Realize the importance of pl^dining for 
each application. 

-function charts 
. -process charts -c^^ . 

-controls 

-block diagrams 

-flow charts - ; 

-computer procedural writing , 

•'Have a brief understanding of the main- 
tenance of equipment. 

Learn the procedures of training 
operating personnel. 

THE STUDENT SHOULD; 



Learn the importance of automation and 
data processing and its impact on business ^ 
science y mathematics ^ and education. 

Debate the issue of automation and data 
processing causing mass unemployment. 

Explore job opportunities in data process- 
ing. Stress the jobs available ajid the 
education required.*" 

-key pijqich operators 

-data typitsts 

-media converter operators 
-console operators 
-tape librarians 
-programmers 
-systems analysts 

Discuss evasion of privacy created by the 
computers. , ^ ' 
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TEACHING SUQQESTKDNS 
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1. Field trips to businesses and industries using E.D.P. equipment with a demon- 
stration of the various E.D.P. equipment. 

2. Have student reports on E.D.P..^' 

3. Use of films and filmstrips to illustrate usage of E.D.P. equipment, 

4. Students may code their names and other information into a mark-sense card to 
facilitate learning the Hollerith code. Later on, the^'reproducer mpiy be used 
to-^print out the coded information in a given order. . . 

5.. Overhead projector transparencies are helpful to locate the parts of the 
machines and to aid in discussing the operations and functions of such 
machines. \r 

6. A research project relative to the different kinds of data processing equip- 
ment and its many manufacturers teaches students how to gather information 
from outside sources. 

7. Guest speaJcers , including former graduates r may be invited to enrich., a par- 
ticular unit or to discuss data processing opportunities in general. 

8. Demonstrations by the manufacturers of the equipment in the classroom stimu- 
lates additional interest. . .. 

9. Field trips to daita processing installations are almost a necessity, as they 
provide students with the opportunity to see all types of equipment in oper- 
ation. Elicit cooperation from business to provide a computer, punched cards, 
tabulator printouts, control panel, and simulated management games. 

10. A file maintained by the; students containing magazines and newspaper articles, 
cairtoons, and samples of punched card materials, i.e., utility bills, stimu- 
lates an awareness of the intact of data processing. 

11. Written, explicit .behavioral objectives that are communicated to the students 
should.be used as the basis for examination. Filmstrips with sound or a .. 
slide program coordinated with a tape-recording serve as excellent devices 

to help individualize instruction, particul^arly so because of the heavy 
emphasis on demonstration. 

12. A task sheet or time diary kept by data processing personnel on the job is an 
Q excellent source of firsthand information about specific jobs and m^y be ob- 
tained with no more effort than a phone call. 

POSSIBLE BASIC TEXTBOOKS 



Awad, Elias M. , Business Data processing , Prentice-Hall# Inc., 1968. 

Robichaud, Beryl, Understanding Mode^ Business Data Processing , Gregg Division/ 
McGraw-Hill Book Company, 1966. 

Wanpus, S. J., Wanous, E. E\ ; Wagner, Gerald E. , Fundamentals of Data Processing , 
South-Western Publishing Company, 1971. 
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Course Description, . < ; 

The principal objective of filing should be to equip the student with know- 
ledges and. skills needed for filing, storing and retrieving of recorded informa- 
tion. Emphasis should be placed* on a^wide rjange of study and experiences such as 
filing systems and their management, storjage, and retrieval of business records, 
rules, of indexing, evaluation of various methods of filing, uses of filing equip- 
ment- and supplies, automated filing procedures, the operation' of an efficient rec- 
ords system; including forms design, and transfer and disposition of records. 

Course Objectives 

1. To develop the techni^ques and mechanics of indexing and filing basic to 
recprds ^ handling. 

2. To develop a sense of system and order necessary to maintain records in the 
business office. 

3. Choose an appropriate filing system to use in any given situation. 

4. To be able to set up the most common systems of filing in use today. 

5. To learn some of the new concepts in records management such as microfilming 
^ and soundex. 

Course Content 

Bas^'q rules for indexing and filing; purpose of filing and records control; 
alphaibetic ^rrespondence filing; other filing methods; records management; data 
processing an^xmicrof ilming. 

• ■ \^ 
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Course Credit 

» 

One-haif - ' 
Course Location ^ 

11 -. 12 - . . ■ . :■ ' 

Course Length 

One semeste^lr of 18 weeks- for 90 class periods of 55 minutes 
' North Daikota Secondary Course Code 

03080 • „ 
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TIME 



THE STUDENT LEARNS 



SUOOeSTEO ACTIVITIES 
AND LEARNING OUTCOMES 

C ■ 



1-3 weeks 



2 weeks 



Purposes of filing and 
records control. 
. -reasons for storing 
records . 
-need for retrieval 

and reference 
-job opportunities 



Basic filing rules for 
indexing, coding arid 
cross-referencing. 



TOS STUDENT SHOULD; 

Do outside reading, and discuss in clciss 
such topics ai§ycost, time, space and facil- 
ities and analysis for appropriateness of 
system. 

Be able to illustrate and discuss differ- 
ent filing job opportunities. 

Visit large offices and observe filing sys- 

terns and filing routine. j 

Explain and compare basic- systems of -filing 
in use today. 

Be able to name filing systems used by 
firms cuid government agencies. 

Illustrate and compeure different filing 
systems. 

List advcuitages and drsadvantages of each 
system. 

Know the. .importance of accurate handling . 
of records. ' 

THE STUDENT SHOULD: 



Prepare 3x5 index cards as they would be 
typed for filing. 

Arrange the cards in proper filing order. 

Learh_proper handling of file folders. 

Prepare actual letters for filing. 

Prepare and work with cross referencing 
forms and devices,. 



'^3 weeks 



Alphabetic correspoh- 
, dence filing. , 
-organization 
-procedures 
■ -controls 
-types of alphabetic 
systems 



THE STUDENT SHO ULD ! 

: ; . t 

Give repeated exercises in filing* systems, 
using cdrd-size individufiLL packets. 

Discuss arrangement and neatness in filing. 

Work with actual letter-^ize and legal- 
size files. • * 
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o TIME 



THE STUDENT LEARNS 



sueeesTEO ACTivrriES 

AND LEARNING OUTCOMES 



2-4 weeks 



3-5 weeks 



1 week 



Other filing methods, 
'-numeric 

alpha-numeric 
- ce ogr aphic. 
-subject 

-alpha-numeric siibject. 



EKLC 



Records management. 

-transfer and storage 
equipment , trans f er 
methods r records re- 
tention poficies, pro- 
tection oi records f 
disposing of records 

-analysis techniques 
for determining how . 
to establish a filing 
system 



Complete a filing kit. 

THE STUDENT SHOULD; ' . ' ' 

Prepare a list of offices in the community 
that might use each of the different 
filing' methods. 

Know what kind of subject files are kept in 
different offices in the community. 

Prepare a set of file folders for use in 
an office in the 'school using one of these 
•^filing methods. 

THE STUDENT SHOULD: 



Data processing and 

microfilming. 

-punched-card systems 
-integrated data > 

prdcessing 
••microfilm retrieval. 



yjiow the different types ^of filing cabi- 
nets and other -records equipment and dis- 
cuss the use of -each. " 

Secure brochures from companies that illus- 
trate the latest equipment available^ 

choose fifing eqxiiproent appropriate for a 
given situation'. . ' 

Visit several equipment suppliers. 

Lay out an office with major enphasis on 
filing cabinets and equipment. 

Pres^ent to the claiss a particular type 
of equipment. 

-Conduct a community survey on types of 
equipment as an independent' study activity. 

THE STUDENT SHOULD: 



Discuss previously lecirned data process- 
ing, concepts 2^3 they apply to storage and 
retrieval of i^ecords. 

» 'I 
Learn how data is proces'sed electronically. 

Learn how material is microfilmed. 

Know the terms involved in microfilming 
and ele'&tronic data processing. 
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THE STUDENT LEARNS 



suedesTEo activities 

AND LEARNING OUTCOMES 



Commercial filing 
systems. 
-Variadex 



THE STUDENT SHOULD: 



Describe various commercial systems of 
-Triple-Check Automatic filing and state the advantages and dis- 



-Safeguard Index 
-Soundex 



advantages of each. 

Prepare a presentation for the clas3 on 
some phase of commercial filing. 

Arrange materials for filing under each 
system. 

Take part in repeated exercises in cirjrang- 
ing and filing various materials. 

Code materials for Soundex systems. 
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TEACM»N« sueeesTONs 



" - • ^ • f . 

1. Prepare a bulletin bOr;rd shov;ing illustrations of fili^ng equipment (all 
^ clearly labelled) and samples .of filing supplies. --^^^^ 

! 2. Select one or two students to repoift' on. their observations of School records 
^ and school filing equipment. , \ 

3. Have each student list- items filed in the home and the filing equipment used. 

4. Prepare a bulletin board display showing the right way to use filing 
materials. ' ■ \ 

5. Arrange a class trip to the filing department . of a large business office 

■ A -Mt 

b. Preps^re a bulletin board arrangement illustrating proper indexii>^ and Filing 
of personal names. Vc 

7. Use the board to index the names of class members. 

8. Select fourteen names from, .the telephone directory, each name exemplifying 
one of the filing rules. Have students write them as they are indexed in 
the directory.' ^ 

9. Have .students index the names pf stores or offices in one block of a neighbor- 
hoc 1 shopping area* - • o ^ . 

10. Discuss, the application of cross-refer,encing as found in the students' own^ 
experience. 'i.e. , Readers' Guide, telephone directory and library <5ard cata- 
logue. 

11. Have the students list various types of businesses which they feel would make ' 
use of numerical filing. . ' . ^ . 

' ' ' ■ , •> • 

12. Use a bi^letin board display to show one arrangement of material filed geo- '^V 
graphically and another by subject. v ' • ; . . 

' 9 ' 

13. Discuss the a*doptabllity cf geographical and subject filing for various' - ^ 
types of business oj:gani2iations. * „ 

' • I . . ■ ' . • ^ .,,■.„" 

' 14. Invite speakers to discuss tPie latest trends in filing and filing equipment. 
A ^ POSSIBLE BASIC TEXTBOOKS 

Bassett, Ernest D. , Agnew, Peter L. , Goodman, David G. , Business Filing and Records ' 



Control , Third Edition, South-Westem P\iblishing Company, 1964. .. . v"" 



Kahn, G:.lbert, Yerian, Theodore , 'Stewart, Jeffrejr R. , Jr. , Progregsive Filing , 
^ Ei(fhth Edition, Gregg Divisiorj/McGraw-ffill Book Company, 1969, ' '. 
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GENERAL BUSINESS 



Course Description . , ■ . cp^ 

Sul^ect matter designed to make available to all pupils aii introductory 
study of business, including (1) an understanding, and appreciation of the nature, 
scope, and fuhdtiohs bf the J:>usiness--economic system in meeting consvuner p^eds and 
wants; (2) an understanding of economic principles and desirable lousiness prac- / 
\tices which shoiild be followed by consumers in the wi^ handling of their busi- 
ness affairs; and (3) an understanding and ^preciatim of career opportunities 
which ctre to be found in business occupations. 

^ Course Objectives 

1. To develop cin understanding cuid appreciation of the inport ant j)art. that bus i- 
^ ness plays in" our daily lives* 

' ■ : ^ * ' . * ■ 

. ! ' ^ ... 

2. To develop the ability to iisa business services intelligently, 

3. ' To provide guidouice for tfiofife students who are interested in entering busi- 

ness as .a ceureer. 

. ' ■ "* ' 

.- ' * ' . 

A.J To provide ai sound foundation for those who plan to take specialized business 

courses. 

5. To provide all students with the tools for better personal living in their 

social cuid economic' life. 
' ■ ^^'h— ■ ; ' 'f " 

6« To prbtrilie'' al'l'vstudents wil^ exploratory business experiences of vocational 

guidance yalueyi^ . i « a 

7t Tb develop a 'working business vocabulary. 
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To develop economic literacy through an understanding of the democratic 

relationships of the individual with a business, the individual with govern- 
ment, and Jousiness with govemiaent. 

• r ■ 

9r To give the training which is needed for intelligent participation in those 
everyday activities of hxisiness th^it concern all individuals. 

10. To upgrade ccanpetency in the skills needed for wise consumption of economic 
goods and services. 

11. To provide a background for advanced study and specialization in business 
education. . 

12. To prepare students for the wise management of their financial resources, 
including their current income, savings, and credit; 

13. Jo present facts .concerning opportunities in the lousiness world, en^hasizing 
that the better one's education, the greater are the opporttinities, for eui- 
ployment and advancement. ^ ^ 

14. Xo help the student understand and appreciate our free enterprise system and 
economic way of life. * . 

Course Content 

The purpose of General Business is to enable the student to understand the 
principles and procedures of business for everyone; whether or not the student 
contemplates d career in business.'' The coxirse should cover the fundamentals of 
bank- transactions ♦ handling of money, keeping of records, buying, selling, borrow- 
ing, and other businetis activities performed by everyone. When the course is com- 
pleted,, the student should have a picture of business in its economic setting, as 
well as an understanding of the 'relationship of business sea-vices and functions 
as they .affect the individual as a consumer and as a producer. Some topics that 
should be covered cure: What is business; business and our economic system; money 
and banking; personal financial problems (budgeting) ; consuafcer buying; making 
effective use of conE'jmer credit; building financial security (savings and invest- 
ments) ;. sharing economic risks (insurance) ; earning an incpme (career orientation) 
the economics of government/^ labor, and business; and, understanding our^ free 
enterprise system. 

Course Credit 

One (One-half credit may be offered by requesting permission from the 
Department of Public Instruction.) 

Coursp Location ' 

-5 - .10 ^ 'v^ 

Course J»engt h 

One year or 36 weeks for 180 class periods 
North Dakota Secondary Course Code 

03010 . 124 
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TIME 



THE STUDENT LEARNS 



SUdSeSTEO ACTIVITIES 
AND LEARNING OUTCOMES 



i-2 weeks 



What is business. 



THE STUDENT SHOULD ; 

Understand the difference between wants 
and needs. 

Understand the meaning of business. 

Understands the difference between goods 
and services « 



1-2 weeks 



Business and our 
economic system. 



4-5 weeks J?9»®y and banking. 



Understand the concept of scarcity of. 
economic resources. 

Understand the econcxny and the basic eco- ^ 
nomic system of quT' country. 

THE STUDEOT SHOUIiD:- 



Understand our capitalistic system. 



Understand the private enterprise system • 
i-ncluding^ profits, profit rootiveis , "and 
conqpetition. 

Understand other economic systems such 
as socialism emd ccnnmunism. 

THE STUDENT SHOULD: 



Understand the personal, social, emd busi- 
ness services that a bank renders as a 
fincmcing^^agency--in^^the--comoiunity and 
in ;btLr* economic system. ' ' 

Have the ability to make intelligent use 
of checking iaccount services. 

Understand our Federal Reserve system. 

Knpw how to use special checks, money or- 
ders, and all ways of rendering payment. 

Know how banks get the TOne y the y ^ lend. 

Know the types of loans available. 

Understand the use of traveler's checks. 
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Understand the difference between the 
savings and the chiecking account. 
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sueaesTEO AcrivmEs 

• TIME THE STUDENT LEARNS AND LEARNING OUTCOMES 



Understand money substitutes. 



4-5 weeks - Personal financial 
problems (budgeting) 



1-2 weeks 



Consvuner buying.^ 



Know how to arrange canceled checks into 
groups by endorsements. 

THE STUDENT SHOULD; 

Understand the part that planning plays in 
good money management. 

Understand the use of budgets and records 
by individuals, families, and organiza- 
tions. 

Know how to plan ths use of income. 

Know how to raamage a budget. 

Understand how good money management in- 
volves earning a satisfactory income, wise 
buying, proper use of what is bought, as 
well as saving a part of the income earned. 

Understand the importance of meeting finan- 
cial obligations and establishing a good 
credit rating. 

Know the advcintages of buying for cash, ' 
and buying on credit. 

THE'STUDENT SHOULD x 



Understemd how incomes are spent, how to ^ 
buy wis(Bly, the services provided to con- 
sumers, and how distribution serves the 
consumer. 

Knew that consumers spend^r^ifferently 
dependintr on their value "Isys terns and their 
total incomes. 

Know that total incomes have risen rapidly 
and understand the re^asons for this pfo,g- 
ress in our society. 

Understand the role of marketing in a,, 
free-market econony. 

Understand the legal aspects of the buy- 
ing process and the ri^ts of both 
buyers cind sellers. 
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THE STUbENT LEARNS 



sueoesTEO activities 

AND LEARNING' OUTCOMES 



Making effective use of THE STUbENT SHOULD; 
consumer credit. 



Building financial 
s ec ur i ty ( s avings and 
investments) 



Understand how credit may be used roost 
advantageously in personal" business 
transactions. 

Understand the nature and the use of dif- 
ferent kinds ,of business credit forms. 

Learn the ability to calculate simple 
interest. » 

THE STUDENT SHOULD: 



Understand the importance of personal * 
savings. 

Know, ^ how to plan a savings program, handle 
savings, accounts y and iiivest in bonds and 
stocks. 

Understand why 'a plar&qnal savings program 
should be started early i.4n . 

Know possible methods for investing their 
savings. . , . 

' ■ ■ . 

Know investment features of stocks and 
bonds. 

Understand the problems involved when home 
ownership is made a part of the investment 
program. 

Know the effect of changes in the price 
level in different kinds of investments. 

Know how to establish an investment port- 
folio. 



Know how to keep a personal income and 
expense record. 

/ ' ' ■ 

Learn how to construct and interpret the . 
family budget. 

Understand that the economic well-being of\ 
the individual or family can be enhanced 
by ccireful planning of expenditures. ' 
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TIME 



THE STUDENT LEARNS 



suQ6esT£0 ACTivrr^s 

AND Lt£ARNiNe OUTCOMES 



5-6 weeks Sharing ecx^ncxnic risks, 
(insurance) 



Understcind that a systematic method of rec- 
ord keeping is needed to show the amounts 
owed by and owed to an organization. 

Know the advantages or disadvantages of 
renting or owning a home. 

THE STUDENT SHOULD; 

Know how to make decisions concerning: 
^automobile insurance 
-property and liability insurance 
-cost of life insurance" 
-life insurance planning 
-health insurance 
-social security and^ pensions . 

Understand that a personal money mcinage- 
ment program should include protection 
against economic risks. 

Learn the differerft kinds of insurance that 
afford protection against major economic 
risks. 



2-4 weeks 



The economics of gov- 
ernment, labor, cuid 
business. 

-tcuces \ 

rlabor 

-mcuiagement relations 



ERIC 



Learn the types of 9 risks encountered by 
the average citizen. 

Understcind the value of life insurance as 
a mecinis of accumulating savings as well as 
a means of protection. 

THE STUDENT SHOULD: 

Learn the advantages of our econooiic 
system. 

Learn the role of American labor in our 
economy. 

Learn how government' works with business. 
-Know how we pay for 'government services. 

Understand the organization, ownership, 

and management of business enterprises. 

. • . '■ ■ ' <" . 

Understand the role of the American worker 
in our economic sociel^.. 

Leaxti the basic reaisons why people form 
organizations and the advantages and dan- 
gers in such organizations- ' 
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TIME THf. STUDENT LEARNS 



SUGGESTED ACTIVITrES 
AND LEARNING OUTCOMES 



Know that a reasonable profit is the reward 
for initiative and risk-taking. 

Know that the success of our economic sys- 
tem depends heavily upon the abilities and 
the efforts of the American labor force. 

Learn why government regvilatess certain 
business transactions. 

Understand that government services f such 
as national defense, highways, and educar 
tion are financed chiefly by taxes levied 
on individuals and businesses. 

2-3 weeks Understanding our free THE STUDENT SHOULD; 

enterprise system. 

Understand economic growth as measured by 
the gross national product. 
^ . • ' ' ■ 

Learn the part economics will play in the 
future and the important part each stu- 
. dent will have in forming a just economic 
system. 

Realize that everyone , regardless of his 
occupation, engages in business transac- 
tions and is continually using business 
services and products. - 

Understand the nature of work that is done 
by businessmen and ;ome of the problems 
" faced in the business world. 

Learn how business organizations function 
. . in the production and distribution of 

7*' ' goods and services. * 

Know that many types of workers are needed 
. . in American business. 

See the need to giVe -serious thought to. 
the selection of ah occupation; 

' \ Learn types of business ownership and the 

importance of investment in a. business to 
help it succeed. ' 

Discover the" functions qf local business 
establishments. 
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TEACHINQ SUeQESrONS 

0 

The content and nature* of Basic Business is such that the variety^ and scope 
of teaching methods is practiccLLly. unlimited. The textbook should prpbably be 
used as a. point of departure to help insure that no area is completely neglected. 
It shquld not be followed religiously, nor is it necessary to complete all t^e ^ 
units in sequence. Materials the students collect for such items as project^;, ' 
reports and bulletin boards could be the backbone . of the course. 

1. Conduct a. preview of the unit or part of the unit to bie studied (pre-test)^. ^ 
This avoids spending too much time on material already familiar to the. class. 

2. The teacher should attempt to discover what information or misunderstanding 
students possess before studying the unit. 

3. Explain the principles involved in -the unit. Use examples from the community 
aa much as possible. 

4. Provide for a. directed study period. Budget class periods for study, labo-^ 
' ratory work,, field trips and discussions., § 

5. Use the community as a laboratory. Have carefully planned field trips — 
either the entire class or saall groups who , report back. 

6. Use multi-sensory aids. Timely films and filmstrips add student interest 
to the units. 

7. Provide for various kinds of discussion periods. Classroom situations with 
"the teacher directing the discussion is recommended. Committee or round- 
table jbype of discussion with chairmen in charge is alsQ suggested. A sxim- 
mary discussion period should be edmod at integrating and organizing the 
separate knowledges, attitudes,^ skills, and appreciations gained. 

S. Have the entire class become involved by preparing displays £uid exhibits, peir- 
ticipating in discussions, a^d preparing and putting on demonstrations. 

• . ■ ■ ■ ■ • ■ . , : ■> - 

9. Follow court cases which involve personal business or consumer problems. 

* " • ' " , # ' ■-' 

ip. Compare store prices per unitfr .for varioxis- 'items. 

11. In the closing weeks of class, students should present summary reports on 
their career project.Si* " ^ 

12. Use local resources to help demonstrate proper job interview techniques . 

POSSIBLE BASIC TEXTBOOKS \ 



DeBnam, S. Joseph, Hcdnes, Peter G. , Malsbary, Dean R. , Crabbe, Ernest H. , K 
General Business For Economic Understanding , Tenth Edit ion V South-Westem ^ 
Publishing Company, 1971. . ^ ^ 

Poli^hook, William, Today's General Business , Ginn and Coapahy, 1969; ^ 

Price, Ray G. , Musselman, Vernon A. , Hall, J. Curtis, General Buainegs For 
„ Everyday Living ,. Fourth Edition, Gregg Division/ McGraw-^flill Book Company, 

1972. ^ ; ' ■ . . ' " ■ 



OFFCE MACHINES 



Course. Description 

This course will give students a knowledge of .and the ability to operate the v 
most coimnonly \ised types of office machines that are available for processing 
business data. 

Course Objectives h 

An office machines course should be geared for a wide range of student inter- 
Vests and abilities. Individual objectives shoul.d be selected for each student 
' according to his career goal. The course should provide an opportunity for .the 
students: f 

1, To operate the ten-key adding^ machine>^i1^i speed and accuracy using the touch 
system, \ 

2, To complete simple to complex problems on electronic and mechanical calculators, 

3, To dictate effectively vising dictation ecjuipment, 

4, To transcribe for final copy from transcription equipment, 

5, To use- the full-key adding machine, 

' 6, To become acquednted with accounting machines, ■ 

i> . . ■ ■ 

7, To perform various duplicating operations on the mimeograph/ fluid duplicators . 
and. photo copiers, 

8, To operate efficiently special typewriters (variable type, right justification/ 

long ccurriage/ and proportional spacing typewriters) , 

■ . ■ ' 
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9. To change ribbons and perform other simple operating maintenance tasks. 



Course Content 

Although course content in an office machines course should be based on a 
' survey of local bxasiness equipment and practices, equal consideration should be 
given to office machines commonly found on a nation-wide basis: full-keyboeurd add- 
ing-listing; 10-key adding-listing machines; 10-)cey printing calculator; electronic 
calculators r printing and non-printing; key-driven calculator; rotary calculator; 
key p\inch machine; stencil duplicator; fluid duplicator; photo' copy machines; 
offset machine; and, tr£Lnscribing or voice machines. 

Course Credit 

One-half - 

Course Loc ation . 
— — ^— — — / ■ 

11-12 . . 

I • 

Course Length , - 

One semester or 18 weeks for 90 class periods of 55 minutes 

North Dakota Secondary Coiarse Code ^ , ^ 

03051 ' 




TIME 



THE STUDENT LEARNS 



SUGOESTEO ACTIvrriES 
AND LEARNING OUTCOMES 



2-4 weeks 



1/4 week 



10-key adding-listing 
machines* 



Varies with 
locality 



Full-keyboard adding- 
listing machines.- 



Rotary calculators. 



THE STUDENT SHOULD; 

Be able to compute addition problems con- 
taining five numbers of two to four digits 
each by using the ten-key adding machine 
at the rate of ' 100 digits- per minute, in 
a five-minute period. 

THE .STUDENT SHOULD: ' . ' 



Be able to add, sxabtract, and multiply^_ 
wi&i some degree of skill. 

THE STUDENT SHOULD; 

Be able to perform these functions; 
-addition 
-sxabtraction 
-multiplication 
-division 

-constant multiplication 
-decimals ' . * 



JVaries'with .Key-driven calculators, 
locality 



2-4 weeks Calculators-electronic 
and mechanical. 



THE STUDENT SHOULD: 

Be able to perform these functions: 
-addition 

-subtraction ^ , • 

-multiplication 

-division ^ 

THE STUDENT SHOULD: 

Be able to perform these functions: 
-adding of whole numbers 
-multiplication of whole numbers 
-subtraction of whole numbers 
-division'^ whole ntombers 
-addition and multiplication of decimals 
-subtraction and division of decimals 
-percentage - . - 

-cash discount 
-trade discounts in series 
-constants in addition and. sijibtraction 
-constants in multiplication-double cmd 

accumulative , ill multiplication 
-constants in division-use of reciprocals 
-compared addition-use of complements ^ - 
-special short-cut techniques'^ 
-auditing invoices 



^Include only if your locality demands this type of training. 



TIME 



THE STUDENT LEARNS 



suseesTEo activities 

AND LEARNING OUTCOMES 



1/2 week 



Posting and accounting 
machines.* " 



•interest 
-credit balemce 
-mark-ups 
-fractions 
%-proration 

Be able to compute 20 multiplic^ion aiid 
division problems within 20 minutes with 
at least 90 per cent accuracy; 

Be able to compute the extensions , gross 
amount, tax discouritf and net amo\mt foj: a 
t /enty-item invoice in 20 minutes with an 
accuracy of 90 per cent by using an elec- 
tronic calculator and printing calculator. 

THE STUDENT SHOULD: " 



1-3 weeks 



Key punch. 



Be able to pferfbrm these functions: . 

-accounts receivable accounts - 

-general ledger accounts 
. -stock ledger cards 

Tposting charges and credits simulta- 
neously 

\ -error, correction procedures . 
THE STUDENT SHOULD: 



Understand these features: 
-card path-chopper, punching and reading 

stations, and stacker 
-alpha-^nmneric shift utilizing alpha 
typewriter keyboard with additional 
- operational keys 

-numeric punching^dual keys 
-nanual skipping Vith or without key - 
-control punch-skip key-dash skip key 
-manual duplicating with duplicate key 
and use of column imdicator-with pro- 
gram control-without program control 
-automatic skipping and duplicating-autp 
" ~ dup^ cuid skip switch-program card and 

code 

- -cd.pha punching-^within^a programmed alpha 

field-vlthin a nmeric field-within pro- 
gram ccucd and code 
-printing mechanism 
' .. -error correction and error notation 

-prepvanched card 
-partially ptmched card 

These machines may not be available in all schools offering ah office machines . 
'.oouxse. — ' . 
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THE STUDENT LEARNS 



sueeesiTED activities 

AND LEARNING OUTCOMES 



-whole or verified Ccurd 
-keyboard locking and unlocking 

Be able to record alpha-niimeric informa- » 
tion from , source documents by using a key 
punch machine at the rate of 150 strokes 
per minute for a five minute period. 



The stencil duplicator. THE STUDENt SHOULD: 



Be able to assexnble a stencil. 

Be able to type a usable stencil. 

Know what the guide marks stand for. 

Be able to us^; writing plates # st^li, 
drawing boards, shading plates, design . 
plates, lettering guj.des, ~ illustrations , 
amd mimeoscope. 

Describe the' purpbse of the. various sty li. 

List different paper weights, colors, cuid 
grains. > 

Demonstrate "fanning" and "jogging" pape^r. 

Differentiate the "feel" bf^^ fluid dupli- 
cator, mimeograph, and bond paper. 

Feei the rough sidi^ i>§^he paper. 

Operate the' mimeograph cmd properly file 
stencils. 



Understand machine *^operati<3n. i.e.,^ stencil, 
-installation, paper installation, inking,' 
adjustments ,. counter, file folders, pro- 
tefctive covers, drying and stiraightening 
vi- copies'. * ' . ' " ^■ 

Understand stencils: numbeir of copies, 
gfitdes, sizes, error correction/* and 
proofreading. 

Be' a^le. »to use special mimeograph operar_ 
tions,* i.e., slip sheeting, rerunning 
^ Tosed- stencils , colored iiic, card ^feeding, 
block-outs, and collating. \^ 



TIME 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



Be cable to use the inimeoscope,- i.e., 
tracing/ drawing , bondwr^itin^, proof- 
reading, and' lettering. \ 

" ^ . ' , \ 

\ 

Be able to clean the mimeograph, • cabinet r \ 



and stencils. 

^1 week The fluid duplicator. THfe STUDENT SHOULD! 



4 



Prepare a master, \.e- , typing, drawing, 
writing, colored carbon, fibet* or^'plastiic 
backing, long-run, and "coated" j||^rbon. 

Be able to use various correction* methods: 
knife, correction tape, fluid, white pen- 
cil., and scotch^ tape. 

Be able to select paper, i.e., various 
grades^ grains, apd weights. ' 

. / » ' 

Operate the duplication machine: fluid 
control, pressure, placement on cylinder, 
. centering adjustments, counter, and 
straightening and stacking. 

Be able to fcle,an and care for ..the duplicat 
ing machine. * * * < 

Know how to clean carbon off 'hands and-^^ 
clothes. ■ . , : 



1^2 week ^ The offset dup li c aitdr . » THE STUDENT SHOUJ^D : 



Understand preparing a master, i.«. ,\lay- 
out, paper master, aluminum plate, art 
work; selecting ink/ and printing paper. 

Understand operating a machine, i.e., 
inking, solution, feed system, and color 
printing. v • 



1/2 week The photdcopy duplicator. THE STUDENT SHOULD 

■ •-' . • - : - . ■ . . ■ . ■ . •■■ 

, . Understand the different, methods of 

„ photoc»py duplicating. 

Know the kii..ds of originals required for/ 
reproduction. j. 

c" Know how to care for the rspiXJducing * t» 
■ ■ ' ■ ^ - machines r*''^ - s^^'^'-'^'^l 

*May not bia available' in all schools. loO 
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THE STUDENT LEARNS 

Th^ transcribing machine. THE SHUDENT SHOULD; 



^ sueeesTED Acrivmes 

AND LEARNING OUTCOMES 



The purpose of this unit 
' is to (Jevelop ability to 
meet business standards o 
quality and quantity of 
production of. transcrip- 
tion work on trans crib-r 
\ ing machines. Time 
Vspent on this unit^^per- • 
Mps' should be longer 
than some of the others ^ 
since transcribing is 
one of the major duties 
in an office. P2^ocedure 
should include a discus- 
sion and directed prac- 
tice in the use of the 
vcurious reference books 
helpful with transcrip- 
tion work. " 

Special typewriters. 



Kpow how to assemble and operate the 
machine-know proper handling and storage • 
f ' 
Become familiar with various makes ol 
transcribing machineso 

•Type letters and envelopes as a review. 

Transcribe in mailable form letters of 
common business^'vocabulary from machine 
dictation at the fate of 30 words per 
minute for 15 minutes. 



TOE STUDENT SHOULD; 

'Be able to adjust and operate special 
typewriters (automatics^ variable type, 
right justifying, long carriage) for* 
producing copy at^.the rate of 30 wo^^^^s 
per minute fdr a 3 minute period. 



Type business letters, manuscripts, and 
tabulated documents on a proportional 
spacing typewriter at the rate of 35 words 
per minute and at a quality considered ' 
mailable. 
/ 
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TEACHINO SUGGESTIONS 



1. Orientate the students to the classroom management, organization, equipment, 
supplies,, business machines, and in general^'the routine to be followed. 

2^ An office machines classroom should have amplet space for each student to 
•work and the equipment should be arranged in an office-like manner. The 
teacher will need to visit offices, read advertising literature, talk to 
salesmen, and see films to gc*i.n the knowledge necessary for discussing the 
many machines used in business today • - ' 

■ - \ 

3. Office machines teachers need to be creative. It would be safe to say that 
there would not be two office mac/ines classrooms that would be equipped in' 
exactly the same way. Therefore, each teacher must organfze the office ma- 
chines program to best suit the needs of the local business community, the 
needs of the students, and the ecmipment available. 

i ./ ■ - 

4. It is recommended that as much variety as! possible be incorporated' in the 
learning to avoid monotony. The utilization of actual business papers requir- 
ing the calculations possible on the office machines will 'be of great value. 

5. Have carefully selected problems for each new machine technique assignment. 

6. Provide an opportunity for the student to test his knowledge and understand^; 
ing of each technique. ^^^^ 

7. Provide learning opportunities for the students to improve their skill through 
a variety of problems involving the use of repetitive drills for nastery of 
techniques. 

8. Provide opportunities for the student to apply the learned technique to typ- 
ical business situations. 

9. Provide for individual differences by essigni^ng supplementary problem work 
which is approximate for the student 'r; maturity and ability level. 

10. Give each student an understanding of his responsibilities when working on a 
machine project. 

11. Place on the work station, a step-by-step procedure for operating the hacliirie. 

12. Establish a procedure for distributing and returning supplies to their storage 
. places . 

r POSSIBLE BASIC TEXTBOOKS 

Cornelia, Nicholas J., Pasewark, William R. , Agnew, Peter L. , Office Machines 
Course Adding and Calcxalating Machines , Fourth Edition, South-Westem 
Publishing Company, 1971. , : 

Fasnacht^" Harold D. , Bauernfeind, Karry B. , Vigen, Donald W., How T.o Use^ Business 
Machines , Third Edition, Gregg Division/McGraw-pill Book Company, 1969. 

PaBewark, William R. , Duplicating Machine Processes Stencil £uid Fluid , South- 
' A . JWestem Publishing Company, 1971, 

Walker f -Arthiir L. , Roach, J. Kenneth, Hanna, J. Marshall, How To Use Adding an d 
Calculating Machine s/ Third Edition, Gregg Divisibn/McGraw-Hill^^^ook^- 

Comp«fny, 1967. ' ^ 
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PERSONAL TYPEWRITING 



Course Description ^. . 

In this one-semester course, an opportunity is provided for the student to 
develop enough skill to type his own term papers and personal correspondence. The 
skill developed in Personal Typewriting, however, is not sufficient to prepare a 
student for office typing. v 

Course Objectives 

1. To use the touch system (a systematic fingering of typewriting). 

2. To develop the personal aspect of typing. 

3. To form good work habits. 

4. To develop the ability to use the typewriter as a writing tool. 

5. To proofread accurately and correct errors with skill. \ 

6. To typewrite manuscripts — themes, book reports, and term papers which include 
footnotes, title pages, tables of contents, and bibliographies. 

7. To typewrite outlines as an acceptable form. 

8. To apply to problem typing the basic rules of English us;age and typewritten 
form (capitcLlization, punctuation, word division, correct spacing, correct 
expression of numbero) . 

9. To compose at the typewriter. 

10,. To fill in simple printed forms using the typewriter. 



11. To learn to eurrange material attractively. 



12. To typewrite simple tabulated statistical tables. 
Course Content 

This course contains typing of notices and emnoun cements, personal notes and 
letters r themes and outlines, papers and reports for a family, school reports, 
clubs and other community activities r job applications, a student-writer's Btyle 
guide, business letters, and business forms. 

Course Credit 
One-half 

Course Location * * 

9-12 :. 
Course Length 

One semester or 18 weeks fpr 90 class periods. 
North Dakota Secondary Course Code 

03040 
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TIME 



THE STUDENT LEARNS 



SUOOeSTC^D ACTIVITIES 
AND LEARNING OUTCOMES 



2 weeks Keyboard and finger 

placement. — 
^ -space bar 
-carriage 
-correct curve of 

fingers 
-home row 
-correct position 
the machine 



THE STUDENT SHOULD; 

Watch a demonstration of correct home row 
^ " ■ ' ■ 

placement and imitate home row placement. 

. ■' ' . . 

° Use proper, body position after watching a 
demonstration of poor and good position at 
at the machine: body centered, head erect, 

book at right of machine, shoulders level, 
back relaxed, elbows close to body, feet 
firmly on the floor. 

Observe correct fingering technique: 
fingers curved slightly with fingers rest-* 
ing lightly on the home row keys. 

Practice finger reaches on the various keys 
of the typewriter. 

Realize the importcuice of concentration, 
position, practice, and technique. 



1 week 



8 weeks 



2 weeks 



1 week 



Use of machine parts. 
-margin stops 
-carriage return 
-variable spacer • 
-aligning scale 
-shift lock 
-paper guide 

To develop adequate 
speed. 

-30-35 words per 
minute 



Personal business 
letters, 
-margins 

-paragraph spacing 
-neatness 



Other personal letters, 
-setting up the letter 



THE STUDENT SHOULD: 



Drill extensively on service mechanisms. 



THE STUDENT SHOULD; 

Realize that accuracy along with speed is 
needed for personal typewriting. 

Partake in speed drills to help reach 
desired goals. 

THE STUDENT SHOULD: 

Practice neatness and directness . in 
writing letters. 

Type ccmmon business letters, such as 
orders cind request letters. 

. .V . 

THE STUDENT' SHOULD: 



Type personal letters. such as thank you 
fiotes, invitations, and generail personal 
letters. 
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TIME 



1 week 



1 week 



2 weeks 



THE STUDENT LEARNS 



Typing envelopes • 
-nuniber of lines 
-return address 
-address 
-air mail 
-zip code number 



Other personal 
typewrit^^ng needs. 

-recipes 

-newspaper and 
magazine articles 



Typing simple 

manuscripts* 
-term papers 
-research papers 



suooesTEo AcrivrriEs 

AND LEARNING OUTCOMES 



Collect letters /to be.,typed and analyzed. 

THE STUDENT SHOULD ; 

Practice addressing envelopes. 

Collect envelopes for discussion and 
analyzation by the class. 

Study the new ZIP code procedures and 
the new abbreviations for states. 

THE STUDENT SHOULD: 



Have an opportunity to type personal 
materials.^ 

Compcire ways of typing personal needs 
information' to establish effective and 
time saving forms. 

THE STUDENT SHOULD: . . 



Lecim the basic rules for the typing 
of riieuiuscripts. 



■ ^ 
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TEACHING SUGGESTIONS 



Students should understcind that correct key stroke is the basis of typewrit- 
ing power and must be developed at the outset ^ before typewriting applica-, 
tions are atteii»pted» 

2. The student should understand the mechanical feature of his machine so that 
he fully utilizes all devices that save time and increase operating ef f i- 
ciency. 

3. The teacher who shows how to type saves time and presents his students with 
more viseful practice tips than he can give by merely talking. 

4. The student should be able to care for his typewriter properly* 

5. High stcindards for acceptable work should be developed. 

6. The students should be able to think as he types to operate the typewriter 
while something else is focal an his consciousness. - 

7. Create an atmosphere enhancing the students' ability to work with relaxed 
poise and without emotional tension. 

8. Good working conditions mtast prevail if good results are to be obtained 
(typewriters mvist be in good working order) . 

9. Films may be used to demonstrate desirable te'chniques. 

10. Use of a bulletin board to show suitable illustrations will also be of use. 

11. The chcU.kboard can help the typewriting teacher as he presents subject 
matter such as letter writing or tabulating. 

POSSIBLE BASIC TEXTBOOKS 



Cooky Fred S.^ Morrison ^ Phyllis C.^ Trytten^ John M.^ Whale ^ Lesli4 J.^ Gregg 

Jiinior High Typing ^ Second Edition^ Gregg Division/McGraw-Hill Book Co. ^ 1965. 

WanouSy S. Jm, Haggblade> Berle^ Personal T y pewriting for Junior High Schools y 
Third Edition ^ South-Western Publishing Company ^ 1971. 

Lloydy Alan C.^ Hosier ^ Russler J..^ Personal Typing ^ Third Edition ^ Gregg Divi- 
sion/McGraw-Hill Book Compi^ny^ 1969. 

WanouSy' S. J.> Personal and Professional Typing .^ Third Edition r ^South-V7ostem 
Publishing Company ^ 1967.. 

■ \ ' . . ' ' 
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SECRETARIAL OFFICE PRACTICE 



Course Description 

Stenographic Office Practice is a course designed to Integrate the knowledgej 
and skills students have acquired In business courses as''well .as in other cx>urses 
prerequisite for the course shotild include a mastery of typewriting skill and a 
year of shorthand instruction. It is desirable, too, that students be enrolled 
concurrently in .the second yecir of shortheind. 

The course is for the average or above-average students who have a steno^ 
graphic career objective. In addition to typewriting and shojrthand skills which 
a student has as prerequisites, new skills eind knowledges will be acquired and 
integrated; however, eii^hasls will be placed on the development of traits, habits 
and attitudes that are desirable in the business world as well as in eyear/clay 
life. 

Instruction must be designed to meet locaQ. needs and Individual abilities. 
Availability of adding machines, calculators, transcribing machines, duplicating 
machines, miscellaneous office machines and equipment ^ and a variety of type- 
writers is essential. 

Course Objectives ^ 
The student should be ed>le: 

1. To develop a working knowledge of the operation of the adding and calculating 
machines., 

2. To develop skill and accuracy in transcribing letters from voice writing 
equipment. 

3. To develop speed and accuracy in typing straight copy, foanns, reports, 
documents, papers, stetndls and masters* 
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4. 



To develop skill in placing arid receivipg telephone calls. 



5. To develop basic skill in 'the operation of fluid and stencil duplicators; 

6. To develop skill and knowledge in filing. 

7. To develop an awareness of the vocational possibilities in the field of 
business, 

■ . - ■ ' 'c. . 

8. To develop an understanding of desirable office traits: pianbtualityr relia- 
bility, honesty, initiative, dependability, grooming ^ and pleasant voice, 

" ■ " . . - ■ 

9. To practice critical self-evaluation in. class situations and to create a 
desire for constant improvement of knowledge and work performance, 

10. To develop an attitude of flexibility in office situations. 

11. To conserve time, supplies, and effort'in performing office tasks. 

12. To acquire information essential to the performance of various routines and 
procedures. ' 

13. To develop the ability to listen to and carry out instructions. . 

14. To develop organizational ability. u ■ 

15. . To work under pressure in timed production work. ^ 

Course Content ' . " 

Secretcurial Office Practice contains units on: general responsibilities of. a 
receptionist and stenographer; office etiquette and personality development; let- 
ter writing (including self-composed letter); communication responsibilities and 
systems (business speech and "grammar, speaking voice, >fork choice, courtesy and 
sincerity, business reports and manuscripts, legal papers, telephone usage ^ in- 
ternal systems, and telegraph usage); filing and records management; mail (incom- 
ing and outgoing; bulk mailing methods, and equipment available); transportation; 
duplicating, equipment; data processing {terminology, unit record eq\iipment, 
and computer uses); and job success. 

i 
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Course Credi 

. Ofte ,0 
Course Location 

11 r: 12 
Course Length 

One year or 36 weeks for 180 class periods of 55 minutes 
North- Dakota Secondary Cotjurse Code 

03090 1 45- 
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TIME 



THE STUDENT LEARNS 



SUSGeSTED ACrriVfTIES 
AND LEARNING OUTCOMES 



2 weeks The general responsibil- 

ities of a stenographer- 
receptionist. 



THE STUDENT SHOULD ; \ 

Leaam the duties and responsibilites of 
the secretary. 

-producing mailable letters 

-composing and editing letters 

-typing business papers 

-using the telephone 

-handling the mail 

-meeting callers 

-filing and retrieving information 
-handling travel arrangements 
-copying and duplicating 
-processing data 
-keeping financial records 
-plcuining the day's work 
. -using of f ice machines 

Realize -that specialized training is 
necessary to succeed as a secretary. 

Investigate sctlary scales, working condi- 
tions, and the opportunities for employ- 
ment of secretaries. ' » 



'0^ 



Listen to one or more businessmen talk 
about en^yloyment cuid what they , expect of 
their secretauries and other office 
eitployees. 



Realize the iraportance of being a good 
secretarial image. 

-personal appearance 

-health 

-poise ^ 

-posture . 
-voice 

« 

Realize the Importance of having a good 
relationship with others in the office. 

-cooperativeness 

-tactfulhess 

-courtesy and mzumers 
. -common sense 

-trustworthiness and. loyadty 



ERLC 



study how to bocome efficient in one's 
job.^ 

-initiative 
^'^punc±uality 

organization 

-depan dab i 1 i ty 
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SUeOGSTEO ACTiymES 
TIME THE StUOENT LEARNS \ AND LEARNING OUTCOMES 



4 weeks 



-production ability 

About dictation and THE STUDENT SHGULDs 

transcription equipment. 



\ 4 weeks 

\ 



How to compose and 
write letters. 



Review basic typing skills. 

Study Vcirious types of dictation and 
transcription equipment used in^the 
office, 
-disc recorder 

-magnetic belt recorder . ^ 
-magnetic tape recorder 

Know the secretary's responsibility for 
maintaining dictation equipment. 

Watch a demonstration of proper tran- 
scription technique by a teacher or - 
secretciry. 

Understand what is an acceptable skill 
level for using the transcriber. 

Transcribe from pre-recorded and teacher- 
made dictation materials. 

THfi STUDENT SHOULD: 



Review and practice all pariis of the 
business letter. ' 

-date line 

-address 

-attention line 

-salutation 

-subject line 

-body of the letter 

-second page 

-complimentary close , 

-signature 

-reference line 

--encld^ure notations . 

-mailing notations 

-carbon copy notations 

-envelopes 

RGviev/ and practice different le-.'ter 
styles . 

Study about office station airy, 
-how it is selected by the offioe 
-types of paper tised 
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TIME 



THE STUDENT LEARNS 



SUGGEBTEO ACTIVITIES 
AND LEARNING OUTCOMES 



Realize the Impression created* by a let- 
ter upon the receiver. 

Practice making carbon copies cind typing 
envelopes. 

Practice cou^KJsing: 
-letters of acknowledgraisnt 
-letters of appointment 
-letters making reserv2itions 
-letters regarding meetings 
-let£ers of transmitttal 
-thank you letters 

-letters ordering goods or services ' 

-letters of inquiry 

-letters of remittance * 

-acknowledging order letters ' 

-letters of adjustment 

-letters of credit 

-letters of collection 

-sales letters ■/ 
-form letters 



r.>-- r 



2-3 weeks 



How to type 
various tasks, 



THE STUDENT SHOULD: 



1 week 



About mail and 
telegrams* 



ERLC 



Know the exisisence of and how to type 
financial statements. 

-balaiice sheet 

-incdme statement 

-statement q£ rietalned eemiings 

Type 'from a V2u:iety of materials/ 
-buisinesa repcarta ' / 

-mamuscripts " « 

-interof'fice memorandums 
-financial reports 
-legal papers 
-resolutions 
-minutes of a meeting 

I'HE STUDENT SHOULDf 



Learn the proper technique of opening tiie 
mail. . ^ 

(Practice dating, sorting, and distribut- 
ing mail. j 

Lecuni about organizing correspondeiptce , 
routing mail, and special memcirandxsnsr 

148. 
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sueoesTEO Acrivmes 

THE STUDENT LEARNS . * " . AND LEARNING OUTCOMES 



knc^ wh^t precautipns are necessary be- 
fore z;e^^ing outgoii?.g mail.. 

Practice.* fC)ldin5(^and inserting letters. 

study ^bout ^re canceled stamps and enve- 
lopes^ ^^tampied envelopes 'and^ cards ^ and 
metered 'mail. \ , 

Learn the various classes of domestic moCil* 

Study special postsLL services s specieLL 
handling, special delivery, registered 
mail, insured mail, certified mail, COD 
service, tracing mall, and pridrity mail. 

Study the tises ^d purposes of mailinql. 

lifets. ; \ " \. ' ^ 

Learn the uses.of telegraph service in 
t&day's' bjosiness office. 

: ^ , • 

Learn about. the di.vi,sic5i of our coiintry 
into different time zones. 



Correct telephone usage. THE STUDENT SHOULD : 



Develop a good t<*lephone personality. 

Learn how. to handle incoxning calls. ^. 
^answering promptly 
-identifying, , 
-SCTTeening calls 

-giving informaLtion , . ' 

-getting information 
-tckking messages acciarately . . 
-transferring calls ^ 

Stiady various services offered by tele- 
phone companies, such as automatic answer- 
ing sets and recording telephone conver- 
sations. 

Know how to use telephone directories, in- 
cluding the us^ of the W.A.T.S. (Wide Area 
Telephone Service) and the C.A.T.S. (Com- 
bined Automatic Telecommunication System) . 

Practice on button telephones. 

Study about automatic'^dia^llng telephones. 
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THE STUDENT LEARNS 



sueeerao ACTiyrroES 

AND LEARNINS OUTCOMES 



Become acquainted 'wi-th long distance tele* 
phone calls as to their cost arid tinie 
factors. ' 

Leam about direct long distance dieding. 

Practice making and accepting - telejiione 
C2lL1s. 



To become a 
receptioniist. 



About business 
filing and recorcls 
control. 



Look up a variety of telephone numbers 
from a current directory for practice 
using the Yellow Pages. 

BetSome acquainted with the 'types, of 
switchboards euid their functions. 



Study about intercom systems 'f» a " ' 

THE STUDENT SHOULD; ^ ^ . 

Leatn how to receive callers and make 
appointments . 

Perform the duties of a receptionist in . 
class or a simulated offite. 

Practice making appointments. 

BeccMne awaure of what is considered a 
desired personality for a receptionist. 

THE STUDENT SHOULDa 

Understand that records management is con- 
cerned with devalopitig and controlling 
effective' infonnation' systems* 



Realize the importance of maintaining 
records. - 

Leam tfie major areas of records manage 
ment: 

-records rcrtention and disposition 
-f iles^ management 
-information retrieval 
- -records protection, 
-correspondence mmagement 
-foxtns and Report control 

Investigate and describe the files \iaed 
by the secretary. 



-/ 



TIME 



THE STUDENT LEARNS 



, sueeesTED AcrivrriES 

AHO LEARNING OUTCOMES 



Become fmnil-iar with: 
• -guideri 
-firblders 

filing accessories 
-•alphabt^iic card files 



XaK^w all filing rules. 

Obtain a good insight into and practice 
subject filing. 

Have\a complete imderstandinq of indexirig. 
surnames \ 
-compoimd surnames 
-surnames cont£dning prefixes 
-given names ^ 
-tmusual names 

-miticds and abbreviated first or 

middle names 
-titles 

-seniority tifrles in identiccil names' 
. -identical personal names 
-names of siarried women 
-business or finn names ^ 
-articles, prepositions, and cx)nj\aictiops 
^jabbr^yiations 
-single letters 

-hyphenated and compound names and words 

-words considered as one 

-titles in business names / 

-compotind geograohic names'^ 

-foreign names 

-nuiDbers 

-possessives 

-identical business names 
-Federal Government offices 
-otner political subdivisions . 

Study correct filing procedures:' inspect- 
ing, indexing, coding, sorting, storing. 

Learn the importance of correxitly arrange 
ing materials in folders and placing the 
records in the file. 

Do an exercise of typing cind filing cards 
to help stvidents more fully understand the' 
filing procedure -(use the chain feeding 
method when typing). 
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TIME THE STUDfeNT LEARNS 



SUeoeSTEO ACTIVITIES 
AND LEARNING OUTCOMEISc 



Become infomed^ of new developments in 
filing systems. 

Study cQDOut numeric filirtg* 
-organization of a numeric file 
-consecutive nuiTiber filing 
-proiect and job filiixg 
-legcd files 

-numeric correspondence files 
- terminal -di*git filing 
-middle-digit filing 
-alpha- numeric f .ling 

Becone familiar with geographic filing. 

Learn the uses of:, 
-card rocords 
-vertical card files 
-visible card files 
-wheel files 
-random filing 
-elevator files " 



2-3 weeks 



Copying and duplicating. THE STUDENT SHOULD t 



Study the advantages and disadvantages of 
various types of copies. 

-Diazo 

-Infrared 

-Diffusion-Transfer 
*-Dye-Transfer 

Use what copies are available in the 
school. 



2-3 weeks 




About transportation. 



Know how to type a stencil efficiently, 
involving art work and lettering. 

Operate the mimeograph, (including the 
use of several colors) . . 



Prepare a spirit master^i^ing different 
explored masters . 



Learn to operate the fluid duplicator. 

■ \ 

Study the operating of an offset machine 
cuid possible prepare an offset master. 



THE STUDENT SHOULD^ 



EKLC 
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SUGOeSTEO ACTIVITIES 
THE STUDENT LEARNS AND LEARNING OUTCOMES 

^ Understand that their employer could 

' . request that they mcike travel arrangements • 



Study the various, types of transportation 
available. 



Study and dis^cuss air travel, 
-travel . agencies 

-airline timetables and directories 
-classes of service , 
—sources of information 

-shuttle flights 

-reservations 
-picking up tickets 



-surface trainsportation to and from the 

airport 
-helicopter service 
-airline baggage 
-airline insxirance 
-stopovers 

.-reconfirmation of reservations 
-cancellation of reservations 
-automobile rentals 

Study and discuss train travel, 
—coach accommodations 
— sleepercoach accommodations 
-railroad timetables 
-baggage 

-validity of tickets 
-redenption of tickets 

Discuss traveling by bus. 

Practice preparing itineraries. 

Study cibout how to select a hotel or 
\motel and how to make reservations. 



Le<s^ various methods of carrying money 
on a\trip. 



Learn ahd discxiss and practice making an 
expense report. 

hearn and discbss recent developments in 
shipping. 

■ ^ 

Study methods and types^of transportation 
services. \ 

■153 ' 
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TIME 



THE STUDENT LEARNS 



suaeesTEo AcmvmEs 

AND LEARNING OiyTCOMES 



4-6 weeks 



3-4 wejeks 



The methods of 
processing .data. 



Financial duties 
of a secretary. 



THE STUDENT SHOULD; 

Know the difference between listing and 
non-listing machines; 

Acquire a skill in using adding and 
"calculating machines (including the elec- 
tronic calculator). 

Study data processing as it relates to 
the secretary. 

-terminology 

-unit record equipment 

-computer uses 

THE STUDENT SHOULD: 



Learn how to handle and see the need for 
a petty cash fund. 

Study checking accounts, 
-opening an account 
-deposit tickets 
-writing checks 
-completing check stvibs 
-reconciling a bank statement 
-endorsing checks 
-3topping payment of a check 
-overdrafts 



1-2 days To. improve personal 

handwriting. 



Learn and discuss the paying of monthly 
bills by voucher checks, certified checks, 
bank drafts /"^cashier's checks, and postal 
or express money orders. 

THE STUDENT SHOULD: 



Realize the importance of good handwriting. 



Rate their handwriting as to uniformity, 
readability, and spacing. 



4-5 weeks To integrate skills 
. . and knowledges by using 

a practice set. 



Try to improve their hcuidwriting using 
correct postiire and hand fosition. 

THE STUDENT SHOULD: 



Complete a practice set or sets that will 
provide experiences in as many facets of an 
office as possible. 



2-3 weeks 



ERLC 



iUDOut occupational 
information. 



THE STUDENT SHOULD: 
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TIME 



THE STUDENT LEARNS 



sueeesTEO activities 

AND LEARNING OUTCOMES 



Study the various claasifi cations given ' 
to different jobs. 

Lecurn where to locate job openings, 
-school placement bureaus 
-enployment agencies 

--classj.fied' advertisements in newspapers 

After seeing examples of good data sheets 
and letters of application, prepare his 
own data sheet and application foxm. 

Practice filling out several application 

blanks, one of them handwritten. 

\ I ■ 

Study tests used for employmenti, and, if 
possible, take these tests. 

Prepcore themselves thoroughly f^r an 
interview. 

Identify various traits desirabl\e when 
interviewing. 

--appearance 

-voice 

-personality 
-temperament 

-knowledge / 
-mental attitude 
-self-opinion 

-effectiveness with people 
-job ability 

-adaptability . - 

Realize the importance of a thank ybu 
letter after an interview. 




Listen to other students tell about >. 

their interviewing experiences. / 

/ 

Understand that the first several' days are 
sdways somewhat uneasy, as a new job 
\ demands changes in life styie^. 

Know that they may undergo an orientation 
process. 

Realize the importance of the first iii:pres 
sion created wh^n the student becomes a 
secretary. 



/ 
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TEACHING SUOGESTONS 



1. Dictation and transcription should be maintained throughout the school year. 
The classroom should be set up as much like a model office as possible. 

2. Stationery and business forms that provide for realistic practice should be 
made available in a correlated up-torrdate workbook. 

3. Stimulate discussion on the necessity of using machines in business to shorten 
time spent and increase accuracy in computing processes. ' \ 

4. Guest speakers should include prominent businessmen from the conmunity as \ 
well as graduates from the stenographic program. ' 

5. The field trip should be selected carefully^ planned^ and previewed with" stu- 
dents, and then followed up in order to make this method of lesuming most 
effective. "\ ' ■ . 

6. The discussion method should be used with all other methods or as a single 
class activity. - 

7. The laboratory-work method is an effective means of integrating secretarial 
skills and knowledges. 

8. The demonstration method by a visitor, teacher, or student can be used very 
effectively to inform students of new machines on the market or to show the 
proper operation of machines ciarrently being used in class. 

9. The lecture method should be used to a limited degree because most classroom 
activities are student-centered and student- involved. ^ 

10. The contract method provides students with written descriptions of specified 
\init-related work to be completed in a certain time. Contracts vary in de- 
gree of difficulty and are adaptable to the varying eibilities of students 
in class.. - - 

llr The model office method (simulation) requires , space and equipment similar to 
a "model office." Learning activities will revolve around this office. . 

12. The observation and svirvey methods can be used either in sctiool offices or 
on fii^ld trips. Surveys can be conducted by means of questionnaires in con- 
junction with a xmit of leearning. Assigned observations of office workers 
on the job can provide an emalysis of the tasks performed eoid uised. 

13. The production practice method provides experience in helping students, to 
learn to meet office deadlines. 

14. The role-pxaying method is especially effective when used in situations 
involving applications and office ceise problems ii 

POSSIBLE BASIC TEXTBOOKS 

Meehan, Oliverio and Pasewark, Secretarial Office Practice ^ Eighth Edition, 
• South-Westem Publishing Company, 1972. 

Fries; Rowe, and Travis, Applied Secretarial Practice , Sixth Edition ,_Gregg 
' Division/McGraw-Hill Book Compariy, 1968. 
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SHORTHAND I 



Course Description 

•I 

The first year of shorthand is designed to help a student become con^etent ih 
skills, kriowledge, and attitudes which enable him or her to enter initial steno- 
graphic positions or to use these competencies as a basis for further shorthand 
instruction* Obviously, shorthand is eritirely vocational in- nature. Unless the - 
student 'has average or above-average abilities, it is likely that.he will not be 
able to gain the skill needed to use shorthand aa a vocational tool in the tradi- 
tionally arranged time situation of the secondary school. For this reason^ some 
type of selectir:)n process may be desirable. If a selection process is desired, 
consideration should be given to employing a combination of a variety of meas\ires5 
a prognostic test, academic achievement, academic ability, attendance record, 
English skills, and typewriting ability, A teacher 6r counselor probably would 
not use all of these factors in the selection process, but ^ combination of two . 
or three would provide a better measure ability in most cases than tl^e use of 
one factor.* 

Course Objectives . 

Competencies necessary for entry into an initial stenographic position or to 
serve , as a basis for additional shofthecid instruction should be developed in ctn 
atmosphere calling for desirable character traits and applicatieiis of businesslike 

habits and attitudes. The first-year shorthand gtiident should be able: 

■ , ' . ... 

1. To read accvirately and rapidly from plate material, from self-written home- 
work notes ^ and 'from self-written dictated notes. < 

2. To use theory principles sufficiently well enough to enable him to form" 
correctly written, well-proportioned outlines when taking dictation * 

3. To transcribe on the typewriter rapidly and accurately his own notes tajcien 
from dictation. 
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4. To apply skills in proofreading, error correction, placement and exeiTUtion 
of letter styles, spelling, word division, and punctuation. 

: ^ . . ' \' ■ - \ : ' 

5. To procluce mailable letters at acceptable rates of production taken at rates 
of dictation similar to' those enployers would \expect of beginning stenographic 
enployees. \ 

6. To perform shorthand activities witti an' attitude of appreciation for the . * 
importance of shorthand as a communication tool^ in the business office, and 
for the work performed by secretarial and stenographic employees. 



Course Content 

Development of theory; review and continuous refinement of theory during the 
remainder of the first semester and throughout the second semester; development of 
reading skill, primarily in the first six weeks of tne first semesteri development 
of dictation ability starting witli the beginning of writing? on the sixth or seventh 
class day and with continued en^hcisis thzoughout the two semesters j development of 
typWritten transcription ability starting with the first semester and contin\iing 
Uiroughout the second, culminating in application to mailable letter production 
during the last six or seven weeks of the second semestieri and review and contin- 
ued refinement of proofreading skills, spelling, word division, grammar, and 
punctuation. 

• • - ■ \ • 

Course Credit 

One ^ , 

Course Locatio n 

10-11-12 

Course Length ' ' 

One yeauc or 36 weeks for;180 class .peri<)ds , 
North Dakota Secondary Course Code , i 

03070 - I 
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TIME 



THE STUDENT LEARNS 



sueeesTEO ACTiyrriES 

AND LEARNING OUTCOMES 



Integrated 



To develop automatiza- 
tion of brief forms, 
brief form derivatives, 
£md common phrases. 



Integrated 



To develop dictation 
writing ability. 



Integrated 



To develop thfepry 
knowledge.. 



Integrated 



To develop typewritten 
transcription ability. 



THE STUDENT SHOULD: 

Write brief forms, brief form derivatives 
and/or common phrases fluently, correctly, 
and with ^ood proportion and with 100 
per cent accuracy. 

Drypen and pronounce brief forms rapidly 
and correctly from; a brief form charl: 
dictated at 15 words per minute. 

THE STUTENT SHOULD: 



Take dictation fluently and- rapidly from 
ctiG day'^s homework lesson at 80-90 word^ 
per minute, writing something for every 
word. 

Upon completion of theory, take dictation 
of new material at repetitive rates of 80- 
90-100 words . for a minute; of writing some- 
thing for every word". 

Pass with 95 per cent accxiracy dictation 
of \anpreviewed new matter — dictation given 
for three minutes at rates of 60, 70, or 
80 words per minute. 

THE STUDENT SHOULD:' 



Spell and pronounce rapidly, repetitively, 
and accurately words placed on the boMd 
from the current lesson and new lesson. 

Write fluently, correctly, and with good 
proportion, outlines of selected theory 
words pronounced at the. rates of 10 words' 
per minute with a minimian of 75 per cent 
accuracy. 

THE STUDENT SHOULD: 



Transcribe at the rate of 35 words per 
minute us in^ homework notes ctnd repeti- 
tive goa?i.-setting drills. 

Produce in mailable form, three 100-125 
words per minute letters dictated at a 
rate of 60 words per minute. 
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THE STUDENT LEARN8 



suGoiesTEO ACTivrrtES 

AND LEARNING OUTCOMES 



To develop punctuation f 
spelling, grammar, 
and other related 
transcription skills. 



THE STUDENT SHOULD : 

.Using the homework notes for the day's 
lesson, transcribe at the typewriter far 
three minutes, correcting all errors, 
spelling correctly, and applying all 
transcription skills at a minimxan rate 
of 25 words per minute. 

Using the homework notes for the day's 
lesson, drypen and read from the notes 
fluently, inserting punctuation and giv- 
ing reasons for such insertions with 
100 per cent accuracy. 

/ ■ 
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TEACHSNe SUGGESTIONS 



Developing Writing SkiH 

1. Automization of the shorthand alphabet, brief forms, brief form derivatives, 
and phrases can be achieved by drills utilizing these teaching aids: chalk-- 
boeurd, overhead projector, programmed instruction material, flash cards, and 
charts . 

2. Through repetitive spelling of words from the chalkboard or from the overhead 
projector image, students will develop the correct sounds associated with sym- 
bols to further develop a quick reading and writing \response, 

3. Emphasis should be given to correct position of writing— both arms suHported 
on the^desk, body leaning forweurd at the desk, non-writing arm holding down 
the ^iiopk and turning pages, cind the writing elbow supported on the desk at 
all times. , 



4* During these first weeks, the teacher may require the student to write f rom ' 
the homework lesson with the textbook open for immediate reference. Rates of - 
dictation during these first five weeks shoxild be at a minimum of 60 wo^ds per 
minute and reach 120-14,0 words per minute at times on short spun:s.\ In the 
early stages, the block of time devoted to this repetitive dictation is fifteen 
minutes bvt would be extended to twenty minutes by the end of the fifth week. 
As ecurly as possible, the student shoxild be weaned from the open book". 

■ . ' . \ 

5. By the sixth or seventh week, the 25-minute block of dictation time can be 
broken profitably into fifteen minutes of practice dictation ,on homework 
lesson and ten minute's of dictation on new materials This technique can be 
used tffitil theory has been completed. New material could be taken from the 
next homework lesson, the theory of which would have been previewed \exten- 
sively prior to a dictation segment and reviewed between ea&h dictation : 
segment. . ^ 

6. By. the end of. the fifth week, three-minute dictation tests to measure Writing 
ability can be administered at speeds :of 60 and 70 words per minute with eval- 
uation based upon an error limit of 5 per cent of^^the total words. For \ 
example: 60 wpm x 3 minutes = 180 words; 180 x 5% = 3 error limit. \ 

?• After the completion of theoi-yr new material dictation would be used for \^ 
clciss practice ^xcept' for a few brief, form and phrase letters. After theory 
has been presented, only new material would be used fojp dictation testing at. 
a rate of not less than 60 words per minute. . \ 

8. Throu^out the first and second semesters, it is recommended that dictation 
rates during dictation practice periods should exceed the testing rates for 
the Week by approxdLmately 20-40 words per minute. For example, if students are 
attempts ig to pass dictation test rates at 60 and 70 words per minute by the 
end of the week, dictation practice during the week should be at the rate of 
80-90-100 words per minute. Speed "spurts sho\iid b^ followed imme'diately by •• 
dropping back to a slower rate to regain controlled writing.. 

■ * V 
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9. After the fourth or fifth week, suggested repetitive dictation practice pro- 
cedures are primarily the one-minute speed builder, one-^lnute speed forcing, 
and the stair-step plans, with approximately .20 to 30 minuT;c . per day for 
three or four days per week spent on dictation ♦ Every class period should in- 
clude some dictation at rates attainable by the slower student and some at 
rates high eijiough to challenge the faster s.tudent. 

*■ " - i '■".■/ 

10. Homework practice should be extensive, varied, and well-de"fined to the stu- 
^ dent. Variations such as the whole sentence copy, timed, copy' method^ sen- 
tence repetitive method, tracing method, scribble writing, and self-dicta- 
tion are recommended.' 

11. S^^udent desks should be large enough to accommodate a typewriter and provide 
space for the student ; to place both^arms on the desk during dictation prac- 
tice, dictation testing, and iaailable letter dictation. ' j ^ 

12. All desks should be so arranged that the student can face the chalteoard and 
assume correct writing position. 

13. Dictation testing shofAd be administered when growth in writing hafe been ac- 
complished. Testino^may be performed once a week or once every two weeks. 

14. During the second semester, s^ibject matter^bf dictation practice, dictation 
testing, and homework shoulc? be correlated. This procedure reinforces learn- 

' ing, makes progress easier, and simulates^ business, practice. . " 



Dev eloping Reading Skiiis 
li 



Competency in -reading from plate jjpterial should be developed during the' first 
fiite. or six weeks of the first semester, by unison previewing of pari:' of the 
plate . of the new ^lesson , one-minute timing of individual reading efforts for 
six to eight minutes of a class period, spot checking of paragraphs studied 
for the day, and drypenning (lightly and quickly.writing over the.outliixes in 
the plate), as plate rfeading is done in and out of class. Recdrds of indivi- 
du'al reading rates will add to diligent daily homework preparation. 

A timed typewritten or longhand transcription effort can get response from 
all students ir* class simultaneo\isiy and is considered a wi^er iise of time 
thah^the^indivic^aal reading process. Because of the multiplicity of activi- 
ties in beginning shorthand class, no, more than six to eight minutes should be 
devoted to the individual reading activity. ' ' 

' ■ ■' ^ .. ' • ■■ \ 

It is not necessary to read back dl,ctated notes very frequently. If any read- 
ing is done, it is recommended that it be "from contoolled writing at the end 
of a repetitive dictation segment. 



4, Vfhenever a student reads from dictation or from homework platesNor notes, • 
required punctuation should 'be indicated and reasons given for such / , ' 

insertions. 

beveloping Traniscription SkUla 

. The importance of teaching the skill of typewritten transcription cannot be^-- 
overemphasizea^j Statistics, show .that students do not enroll in second-year 
shorthand because they felt unsuccessful during the firsts year of instruction. A 
student cannot use shorthand skill without knowing how to transcribe at the' type- 
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writer; therefore, typewritten •transcription skill needs to be taught, during the 
first year of shorthand. The following suggestions ^e given for developing 
transcription skill: 



1. Typewriting instruction could begin £»s early as the' tenth day of instruction 
but no later than the sixth to^^ eighth week of school* 

.2. EleroL:rtl:s of typewritten transcription skill should proceed from the simple tO;^* 
the 'complex, ^ , ■ 

3. From the beginning of typewritten transcriptidn and- throughout all drill 

work, emphasis is placed on application of correct use of the typewriter-, cor- 
rect typewriting techniques, and- correct typewriting posture. 

Typewritten transcription should be' developed by first transcribing repeti- 
tively individual sentences from. homework plates. Within a few periods, re- 
petitive one-minute timings and three-minute transcription rates on homework 
'notes may be presented/^ -^^ / . '* 

5. Repetiti^^ drills feo^ develop typewriting speed and accuracy can also be used 
effectively to develop typewritten transcription skill. Such drjills can be 
accompli^ed in .10-12 minutes -of class; time for each day approximately three 
days week^ 

6o Students should be directed: . • s • , 

/ . • . 

Step 1 — To use a five-inch line, double spacing, and no paragraph indentions i. 

Step 2 — To transcribe for three minutes from a section of homevjork nptes, 
correcting errors as they occur. 

Step 3 — Tp spend the next minute proofreading^ and correcting additional errors. 

Step 4 — To score their, work as the teacher reads the material including, the 
spelling of problem words, explaining punctuation, and other correc- 
tion pointers.* \ ' ^ 

Suggestions for Scoring — Deduct "1" for transcription 'errors and "10" for- 
typewriting errors. Determine total words transcribed from the stu- 
dent'? transcript, deduct the penalty, and divide the re^naining words « 
by three minutes to obtain the rate. , 

7. 'During-.the last 6-7 weeks, of the firs't ^ear, mailabjle letter .production should 
1 be introduced. A letter style and a letter placement scale are reviewed and 

practiced. Many opportunities shpuld be given for production of thr6e a-'/erage 
' length, letters in approximately 30-35 nvLnutes. . Evaluation^ is on mailability. 
'Correlate subject matter of the letters with the subject-matter of the home- 
Work assignment when, possible. Dictation rate for mailable letters should be 
te'n'words below the lowest dic5,tation test rate of the class, preferably no 
lower than 60 words per minute. 

8. During all. trans <t:ription practice, emphasis is given to drilliiig tod having 
knowledge Srf^tanscription points of capitalization, number expression^, hy- 

' » -phenated. words, possessives, and punctuation 'usage. 



9. Frfe^uent transcription from homework notes without prior announcement helps 
to insure diligent completion of the day's assignment. Completion of home- 
, work I includes knowing ritems 6f "spelling,^ punctuation, capitalization, hyphena- 
tion, c.nd number expression which appear in the student transcripts 

10. All traiiscription up to the time of mailable letters can' be done using a 
. five-inch line, double spacing and manuscript style.* . ' . ^ 

\ POSSIBLE BASIC TEXTBOOKS 

. •■ ■ ' * ' ■ ■ 

1st Semester ' ' ' _ . 

Gregg, John:Robert, Leslie, rx)uis A., Zoubek, Charles E., Gregg Shorthand Diamond 
Jubilee Ser .. ^econd Edition, Gyegg Division/McGraw-Hill Book Compeiny, 1971. 

^.2nd rt^megter ' '\ ' ■ ^ • * . : * ' 

" 0 o 

Leslie, Louis A.', Zoubek, Charles E., Strony, Madeline S., Gregg Dictation • 
Diamond Jubilee Series , Second Edition, Gregg Division/McGraw-Hill, Book 
Company, 1971. . - 



Pages 159-162 reprinted with permission from Business Education for the Seventies , 
Office of the Superintcindent of Public IrisSiructicn, Vocational' and Techniccd Educa- 
»,tion Divisiony ^Springfield, Illinois, 1972 • 



SHORTHAND II 



Cbiarse Description 

The second year of shorthand study is designed to refine those skills, know- 
ledge, and attitudes which were developed throughout the first year of shorthand 
instruction. A student should have reached at least an average achievement level 
in beginning shorthand to continue the study of second-year shorthand. Only in 
unusual circumstances should a^ student who has less than a C grade in beginning 
shorthand be permitted to study second-year shorthand. 

• . • / 

Course Objectives 

Skills, knowledge, and attitudes refined and developed during the second 
year of shorthand study should enable a student to acquire the degree of voca- 
tional skill which will prepare him to enter a stenographic position upon gradu- 
ation from high school; prepare him for the necessary abilities to hold a part- 
time stenographic position while attending college; or serve as a basis for fur- 
ther study in a post-secondary Institution. 

^ The second-year shorthand student, after completing semesters three and 
four, should be able: 

1. TO read fluently and accurately from 'Shorthand plates, from self -written 
homewc^rk notes, and from self-written dictated notes written at rates, appli- 
cable to advanced shorthancj. 

. * ' ' . 

2. To apply thieory principles sufficiently well to be able to write accurately, 

in correct proportion and without hesitation any new word as well as words 
' \ of average and above-average difficulty. 

■ • ^ ' • • • / . ■ . 

3. To transcribe on the typewriter rapidly and accurately and apply this skill 

to various types of transcription problems involving letter styles, varying 
lengths of letters, memos, statistical arrangemients, minutes, manuscripts, 
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and envelopes. , 

4. To apply skills in proofreading, placements spelling/ word division, punc- 
tuation] and use of reference manuals with /efficiency and employable ac- 
curacy. I . / 

5. To prpdikce mailable letters at acceptable rates of production taken at rates 
of di'ctition similar to those employers would expect of stenographers. 

' / / . 

6. . To solve problems of transcription, substitute meaningful )words for mdis- 

.tinct outlines, make corrections in the dictation if necessary, and apply 
^ decision-making procedures to office tasks. 

' • ■ / 

7. TO use, ' in business dictation and in oral communication,; the business term- 
inology! applicable to I an office situation and understand and practice the 
desirable character traits required of a successful stenographer., 

• i \ ■ \ I 

8. To take dictation at var^'ing jcates (with interruption/ changes, and/or un- 
usual directions), for' a sustained length of time and' maintain the .interest, 
consciousness of good writing technique, and alertness to be able to read 
back to, the dictator at any moment and answer questions about tho correspon- 
dence if required. / j 

■ I ■ 'I 

9. To vindetstand and appreciat^fe the duties performed and the responsibilities 
or the 'stenographic position and the relationship which exists between the 
application of stenographic skills and the fulfillment of the complete job 
as stenographer. / / 

1 . ... ■ . •■ - • • 

Course Credit 



One j 

i ■ 

Course Location 

' 

11-12 
Course Lenc|th 

1 yeaJj or 36 weeks for 180 class periods 
North Dakota Secondary" Course Code 

03070 - II 

i . 



TIME 



1 HE STUDENT LEARNS 



sueeesTEO ACTivmES 

AND LEARNIN6 OUTCOMES 



Depends on; 
students " 
needs and 
background 



Depends on 
students' 
needs and 
background 



Depends on 
students* 
needs and 
background 



Depends on 
students ' 
needs and 
background 



To refine theory,, brief 
forms, brief form deriv- 
atives, and phrasing 
abilities. 



To perfect dictation 
writing eUaility. 



To improve typewritten 
transcription ability. 



THE STUDENT SHOULD:' 

, > - . ' ' '' 

As the teacher pronounces brief forms, 
sample theory words, and common phrases 
at rates of 12-15 words a minute, the 
student will write fluently, correctly 
with 95% accuracy. 

Develop automatization and correct re- 
sponse to a leurge vocaQ^ulaury of words as 
the teacher previews and reviews wSfcds 
related to dictation speed building ma- 
terial that will be read- and written 
repeatedly. 

THE STUDENT SHOULD: 



As the teacher dictates at 20-40 words 
above the dictation speed being attempted 
for the week, write rapidly something for 
every word. 

Following speed drives \ised in a repeti- 
tive speed building plan, the student 
will write well-proportioned, correctly 
written outlines at the middle rate of 
the speed building plan. 

« 

Be able to transcribe material dictated 
for three minutes, dictated at speeds 
of 90 to 120 words per minute. 

THE STUDENT SHOULD: 

Using homework notes, the student will 
transcribe for speed of transcription: at 
the rates of 60-80 words per minute, 
and for controlled transcription at the 
rates of 50-70 words per minute.- 

Taking from dictation four 150-175 word 
letters given at rate of 90 words per 
'minute, the student will write accu- 
rately and with good proportion and ^ 
trcmscribe, including carbons and enve-. 
lopes, into mailable form as^many as 
possible in 30-35 minutes. 

Be abie to transcribe accurately from 
office style dictation. 



To improve, and. perfect THE STUDENT SHOULD; 
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TIME 



THE STUDENT LEARNS 



sueoesTEO activities 

AND LEARNING OUTCOMES 



skill in proofreading, 
spelling, punctuation, 
and other areas related 
to transcription. 



Integrated To develop an under- 
periodically standing of the steno- 
grapher's day in a busi- 
ness office. 



Using homework notes from the day's les- 
son, the student will. transcribe on the 
typewriter, correcting errors, spelling 
and punctuating correctly, and using 
correct transcription techniques for 
three minutes the minimum rate of 25 
words per minute. 

Given a proofreading exercise, the stu- 
dent will correct the copy with proof- 
readers' marks and retype correctly into 
mailable form at a rate -equal to the cur- 
•rent transcription rate required for the 
grading period. - 

1 

THE STUDENT SHOULD: 



From observation of a stenographer at 
work, list and clock the tasks performed 
by her. 

From observation, list the materials arid 
equipment used by a stenographer. 

Learn to work pleasantly with others and 
to develop attitudes and traits essen- 
tial for success in office employment. 

Study of secretarial career opportuni- 
ties and skills of job seeking and job 
application. 

Be confronted with problem solving- ex- 
periences which involve the attitudes, 
personal characteristics, hu^ian relation 
ships, and decision-making aspects of 
office employment. - 
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SUGGESTIONS FOR REFINING WRfTINe SKILLS* 

1. A repetitive skill building phan such as the stair* step, one-minute speed 
forcing; or one-minute speed builder should be used and rates of dictation 
should be 20-40 vord.z above the rates being attempted on dictation tests for 
the week. Approxi ;:ia.tt^.ly a 20 to 30 minute block of time should be devoted 
to dictation developirr»cint approximately three times per week. 

2. In the early stages of the third semester, it is recommended that previews 
be placed on the board; however, as the students progress, the use of re- 
views may be more beneficial. To encourage a respect for accurately written 
forms, it is recommended that the preview or review, using chalkboard or 
overhead, always be used in dictation speed building practice. 

3. Gains at higher speeds are more difficult to achieve; therefore, dictation 
testing may be done every two weeks rather than every week to give students 
an opportunity to experience growth. 

4. An accuracy level of 95 percent on a three-minute, new matter dictation test 
is recoTODtnended for the third semester and 97 or 98 percent on a three- 
minute dictation test for the fourth semester. 

•ft'' 

5. The best use of multiple-charmel equipment is described in Monograph \121 and 
^ the Business Education Association publication. Using Multiple Channel ^ 

Equipment to Develop Stenographic Competency . 

6. Students should be taught how to dictate and be encouraged to use the Stu- 
dent Transcript as their. source of live dictation to one another, or as 
material to be placed on a tape for practice. 

7. Correlating dictation practice and dictation testing with the subject mat- 
ter being studied in the textbook will facilitate .progress, and simulate 
business conditions. 

8. The concept of "writing something for every word" is still important. This 
will eliminate omissions in the notes and will help the student achieve 
higher rates more rapidly. 

9. Correct writing position should be emphasized: both arms supported on the 
desk, body leaning forward, and the writing elbow supported by the desk. 



SUGGESTIONS FOR REFINING TRANSCRIBING SKILL 

1. Transcription skill is best developed through short, repetitive drills.. 
Sentences including punctuation, hyphenated words, possessives, number ex- • 
pressions, et ce\tera, can be duplicated for repetitive speed and controlled 
transcription practice. 

2. Approximately 10-15 minutes a day, two or three tines a week, should be de- 
voted to transcription drills throughout the third and fourth semesters to 

?^i;.'Velop additional skill. . . * 

• *Pages 167-169 reprinted with permission from Business Education for the Seventies , 
Office of the Superintendent of Public Instruction, Vocational and Technical Educa- 
tion Division, Sprinc;field, Illinois, 1972. 
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3. Empheisis should be placed on correct position at the typewriter and correct 
operational techniques. '.^ ' " . ^ , 

4. Difficulties that might be encountered in transcription should be previewed 
in the beginning of the third semester. As the course progresses the stu- 
dent should be held increasingly responsible for .anticipating such, dif f i- ' 
culties. ^ ' . ^ 

5. Production of mailable letters should proceed from.,the simple^ to -the com- 
plex, i.e., one carbon and an envelope; additional carbons and envelopes; 
shorter letters to longer letters; letters of mixed lengths; and" letters 
with special notations. . 



6. At times students should be required to transcribe from cold notes, notes 
containing errors in the dictation, and/or notes which contain directions 
for transcription. ' 

7. Other teachers and area businessmen may be invited to assist in both dicta- 
tion and job interviewing. 

8. Dictation for mailcd:)le transcription should not exceed the speed at which 
everyone in the class .4-s able to write good outlines. 

. 9. Correlating mailable letter dictation with -homework subject matter from the 
textbook, reinforces learning and simulates a business situation, making suc- 
cessful achievement easier. „ 

ft ' 

10. Evaluation of mailable letters may be based on the point system as recom- 
mended by Grubbs^ or may be based on the niamber of mailable letters. 



MISCELLANEdUS SUGGESTIONS 

1. Theory development is important in the third and fourth senester. Attention 
should be given to theory by previewing the new lesson on the chalkboard, 
reviewing previous lessons on the chalkboard, and administering theory tests. 

2. Transcription drills and three-minute transcription timings on homework notes 
help to eniphasize writing notes correctly' and with good proportion.; 

3. Students should own the Student Transcript to use as a study source to 
learn transcription itemsoof punctuation, number expression, and capitali- 
zation. It can also be *used as a dictation source as well as a source for 
obtaining total words when performing three-minute transcription rates.'. 

4. Reading back from shorthand notes is rarely necessary; however, when such 
reading is done required pianctuation should be indicated, ce;rtain words 
should be spelled, and hyphenations and possessives should be reviewed. 

5. As in first-year shorthand, using homework in class for three-minute trans- 
cription rates and drills will, necessitate the student's having completed 
his assignment. ' ' ^ 



6. Starting each day with a transcription rate from homework notes should moti- 
vate the student to compete for higher rates and. use his homework in a 

-'•Grubbs, Robert L. "Rx for Effective Shorthand Teaching," E'lsiness Educa- 
tion World / October, 1959, through June, 1960. 
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worthwhile manner. 

7. Student desks should be large enough to accommodate a typewriter and to pro- 
vide space for the student to have both arms on the desk during dictation 
practice, dictation testing, and mailable letter dictation. All desks should 
be so arranged that the student can face the board and assume correct 
writing position. 

8- Accurate proofreading is essential in the teaching of stenographic skills. 
Some suggestions are given which may be employed in the teaching of type- 
writing and shorthand: 

a. The teacher reads material aloud, inserts punctuation cuid gi^s reasons 
for such insertions, spells problem words, and discusses hyphenated 
words, possessives, euid number expressions. ' 

b. Students watch for errors especially^ in beginning and closing lines, 
double letter words, aid simi-Lar words. 

c. Students proofread ieach other's papers and are given credit for perfect 
checking. . ' 

9. Comments relative to individualizing instruction in shorthand which appears 
in the outline for the first year of shorthand are jxist as appropriate for 
the second year. 
^ . . ■ • ' 

10. The concept of "writing something for every word" is still important. This 
will eliminate omissions in the notes and will he^p the student achieve 
higher rates. " I 

11. Students should be taught how to dictate and be encouraged to use the stu- 
dent trcuiscript as their ,source of -Live dictation to one another. 

12. Other teachers and : UuprlTxessMn "may be. invited to assist in both difc'ha- 
tion cuid job interv.* o% ',n: ' 

13. Dictation for rorii3 tv: /-.scription sho\ild not exceed the speefd at which 
everyone in the r'.css is r.ble to write good outlines. 

14. Emphasize the imF-utiSnce o' correctly recor'ding figiores cind unfamiliar and 
technical terms. 

POSSIBLE BASIC TEXTBOOKS 

s 

Leslie, Loui'i A., Zoubek,^ Charles E., Greg ^j "i 'ranscription Diamond Jubilee Series ^ 
Second EUtion, Gregg Division/McGrav'^rlilJ Book CompeUiy, 197.2. 

Gregg, John Robert, Leslie, Louis A., ZouLeH. Cnarlas E. , Mitchell, William, 

Gregg Speed .Building, Diamond Jubilee Series , Second Edition, Gregg Divi- 
sion/McCiiraw-Hlll Book Company, IS 72. 

^ • ' 

Bowmcui, Wallace B., Ollverio/ Mary Ell^an/ Shorthand Dictation Studi^es , Third 
(Jubilee) Edition, South-Western Publishing Cbiftpau'iy,. 1966. 

Balsley, Irol Whitmore , Wanous, S. J./ Shorthcuid Transcription Studies # Fourth 
Edition, South-Western Publishing' Company, 1968»- 
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SUPffRVISED CC)0;-ERATIVE OCCUPATIONAL EXPEPiENCE 



Course Description ^ . 

Cooperativr Vou't-rional Education is an instructional plan which combines 
learning experieuc'^s 7^i.ri<..^ through regularly scheduled supervised employment in 
the community and vocationstlly oriented in-school instruction.^ The on-the-job 
learning experiences mvuit: be consistent with- the occupationcd objectives of stu- 
dents. Students .ar^ii normally paid a minimum wage by the employer in- order to re- 
ceive credit for this course. 

OCCUP Vi /ONS FOR WHICH VOCATIONAL OFFICE EDUCATION * 
STUDENTS MAY BE TRAINED 

{Ef";tablished by United States Office of Education 
for classifying and reporting data) 



U. S. Office 
Classification 


D. 0. T. 

012 0000 


14.01 


(/ 

0100' 




0200 


14.03 


0300 


14.0^ 


^0400 


14.05. 


0500 


14.06 


0600 


M.07' - 


0700 


14.08 


0800 


14.09 


. 0900 


14.99 


9900 



Office Occupations Education (Vocationcil) 



Accounting and Computing Occupations 
Business Data Processing Systems Occupations 
Filing, Office Machines, and General Of f ice Clerical 
Occupations 

Information Communication. Occupati.ons 

Materials Support Occupations 

Personnel, Training,, cuid Related Occupations 

Stenographic, Secreteirial and Related Occupations 

Supervisory and Administrative Management Occupations 

Typing and Related Occupations 

Other Office Occupations Not Elsewhere Classified 



^Dictionary of Occupational Titles 
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The term "cooperative" describes the working relationship between school and 
business in preparing students for the world of work. To achieve the gq^ls of this 
team teaching arrangement, the teacher-coordinator, employer, and training sponsor 
have instructional responsibilities. In school the teacher-coordinator combines 
related instruction with the student employment experiences.' He also works closely 
with the training sponsor in planning student learning experiences which are con- 
sistent with both student and employer goals. The trsdning sponsor combines regular- 
ly scheduled part-time employment experiences and instruction so that the student 
will be ^le to develop and refi^ne competencies needed for entry-level jobs and 
pos^ibls} ^advancement in his chosen occupational field. 

w^rjrgs Objectives 

One of the expected outcomes of cooperative vocational education is the stu- 
dent's ability to adjust to wprk environments. The intent is that by teaching him 
to interact effectively with fellow workers and supervisors under various conditions . 
in the cooperative training station, he will acquire capabilities which will per- 
sist as he progresses in his career and takes positi^ons 'in oth^ work environments. 
The student should be able: , 

1. To develop knowledge and skiHs^essential^^for business employment aud--^^^*^®" 
ment. 

2. To interact With co-workers, ^supervisors, and employ 

3. To stimulate critical analysis of current^jo6s and career possibilities. 

4. To develop- deiisirable work habits and attitudes. 

5. ,.-Td* make rational economic decisions about en5)loyment spending and saving and 

participate in a private enterprise economy. ^ 

6^, To manage work and leisure time. 

7. To develop good habits of observation and good judgment skills. 

Course Content v 

Actual work experience downtown at a training station coordinated with related 
in-class instruction. The student is normally paid a minimum wage while en^loyed 
in the work station. 

Course Credit ' . , 

One-half or one 

Course Location u 

.11-12 
Course Length 

Students work approximately an average of 15 hours per week for 18 weeks , for 
one-half credit or 36 weeks fdr one credit. o . 

North Dakota Secondary Course « Code ^ 

171 
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TIME 



THE STUDCNT LEARNS 



sueaesTED activities - 

ANCr LEARNING OUTCOMES 



1-2 weeks 



.^1-4 weeks 



Balance of 
Semester or 
Year 



Orienta^tion and prepara- THE STUDENT SHOULD; 
tion for actual job 



placement. 



Skill?. 



Actual on-the-job 
training.' 



' Coroplete a self-appraisal unit and be 
able to understand: 
-the training agreemeilt 
-the training plan 
-the purpose of the related class 

THE STUDENT SHOULD: 



Bring office skill back up to peak level. 

Preparei vfbr initial iaterviewing^^th 
'training, sponsor. ^* 

THE STUDENT SHOULD: 



Hand in weekly reports of hours worked 
and activities performed. 4' 

Discuss problems with the teach^r-coordi-* 
. pa tor that arise during the week. 

' Follow all aspects of the training plan. 

Seek remedial help from the teacher- 
coordinator for any aspect of the-job 
in which help is needed. 
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TEACHING SI SSTONS^ " - 

.Make use ojE your advisory cx)inmittee. Vi. at least twice a yeotr with a 
plauined agenda for each meeting. 

■> . . • < 

2. Hold group meetings of the. trained sponsors to help them better understand 
\^at and^how to teach the trainee. ^ , \ 

3. Use self-appraisal units to stimulate students* awareness. of themselves. 

4. Use a training agreement and a training plan. 

5. Attempt to match student with the training station. 

6. use films tb^p^repare students for initial en^loyment* " 

7. Have students interview for positions available. Have them prepare an - 
application form. • 

8j^' .Properly orientate students and pareh^ to the cooperative program. 

9.. ,Keep up-to-date records on 'the trainee's program. 

(J " ' ■ , 

10. Schedule conferences With each student to discuss weaknesses and strengths 
as they relate to career selection. • . , . 

11. Check periodically student progress with employers and with the students. 

12. Provide opportunities for stvdents to learn from each other's exi)erience. 

13. Keep the school's guidance personnel informed of the cooperative office 
occupation's objectives and .standards of employment. i 

REFERENCES 



Vocational Office Education for Tomorrow's World y Coordinator's Manual/ State 

Board for Vocational Education, Bismarck, -North Dakota, Phase 1/ June, 1971 
Phase II, June, 1972 o - 



TYPEWRrriNe i 



., • •• ., / 

\ ■ • . ' " ■ 'I 

' Courae Description ; ' ' ^ , . 

First-year typewriting. is designed to develop typewriting skill for both per- ^ 
sonal..and pccuiJational applications. . -The course should give the students a broad 
coverage of types of materials' typ6d and at the same time give' sufficient emphasis 
to speed development. For example; an "A" student should attairt a speed of at 
least 45 to 50 words a minute for, three minutes with an error iimil: of three. In 
addition "to this, the- students s^iould be able to compose at the typewriter with , . . 
facility and. be able to type.-office style production problems within a reasonable 
\ amount* of time. ' ' - — . .0 * 

\ . • ' ' . ' 

Course Objectives / , / *' 

\l. Tq master the key locations and correct typewriting techniques such as posture, . 
key stroking, and keeping the eyes on the copy. 

2. To demonstrate the ability to arrange business letters, tabulations, manuscripts, 
\ outlines, and other forms dr business papers with vertical and horizontal ceh- , 

tering. s | ^ " • 

3. To demonstrate mastery of tlhe techniques of prbof reading and correcting errors. 

\ . ..^ .1 ■ _ . ^ • . 

4. ' To demonstrate correct key' stroking, 'operation of jServic:e keys, and other 

typewriter machanisms. • ' V . 

5. To. -completely automatize t|*he typewriter keyboard, including number and symbol 
"^keys. • j • 

6.. To compose at the typewriter with facility. 

• ! ' \ . } _ , ■ 

7., To/develop habits of neatriess, accuracy, and concentration. •/■ 
0 , ' -174 ^ . • ■ ■ ' • 
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/ 
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8, To acquire the necessajry knowledge and skill to type correctly and arrange^ 
attractively materials required to meet personal needs and general office 
needs. * , - \ . , ' /' 

■ ' ■ • , , ■, - ' • ' • ■ \ . y • 

9. To apply general- knowledge and skill in using the typewriter as a writing • / 

instxniment. , . V» ^ 

. , . . . . • ' • ■■ , ' • • \ 

Course Content and Suggested Sequence of Activities 

~ ~ ' ^ ■ * ' . - 

' Learning the letter keys; locatior^'of keys; correct position at the machine;, 
le^imirig to type figures and basic. s.yitibol^S£ typing -special symbols and statistical' 
copy; centering; word division; proofreading/; announcements; ^personal notes; posi-al 
cards; ^rasing? i spreading and^ crowding letters; carbon copies;* persorfel and busiiies:^ 
letters,; addressing envelopes; simple, jbabulated reports; outlines and manuscripts; ; 
speed and accuracy emphasis; rough drafts; man-scripts and reports, businesfs letters; 
backspace-from-center tabulation; pf'fice typing problems; business forn^; produc- 
tion of business letters cind tabuiCation problems; typing on ruled p'ape/" ^nd becom- 
ing aw^i^e of careers. . ^ 

Course Credit4^ • , - ^ ^ ' ' • , 



One i; 
Course Location 

9/10, 11, 12 , _ ' , 



Course Length 



One year or 36 weeks for 180 class perxo'ds. /Fifty-five^ mirjute periods or 
sevei^ 40-minute periods weekly in lieu'of five SS^minute^ periods required,- , . 



Worth Dakota Secondary Course Code 
03030-1 



TIME 



THE STUDENT LEARNS 



sueeesTEO activities 

AND LEARNING OUTCOME^J; 



Integrated- To develop cairst^ect type- 
writing ted^T.iques, 
-proper stroking^ 
-good posture 
-eyes on the copy 
' -feet on the floor 



THE STUDENT SHOULD; 

From a teacher deironstration of proper key 
stroking techniques imitate: your exaiqple. 

Type from dictation to develop the ballas- 
tic stroke. 



Integrated 



Integrated 
after it 
has been 
introduced 



To keep work stations bus- THE STUDENT SHOULD; 
iness like, ' 
-chair in position 
-area free from waste 

paper and other litter 
-materials organized 
-turn off electric ma- 
chines when leaving 
work station 



Observe regulations on how they axe to 
leave the tyj)ewritihg stations — no paper 
on the floor, carriages centered, etc. 

Take turns inspecting their row at the end 
of each period. 



'To correct* errors on 
originals and carbons, 
-use various correcting 
devices 



Use correct erasing methods after seeing 
a demonstration on erasing, 

THE STUDENT SHOULD: 



Use duplicated Work whien >' igned to squeeze 
a word or letter, 

Practice spreading and squeezing a yord, 

• \ • 

Practice reipoyal of paper and reinserting 

it with propeij alignment. . . 

\ 

Practice using the eraser, "correcting tapes 
and fluids. . ' - - . 



Integrated 



/ - 



EKLC 



1-1/2 wks 



5-7 wks 



10-12 wks 



To use the service mecha- THE STUDENT SHOULD; . 
nisms efficiently. 



To correctly calculate 
vertical and horizontal 
centering using 
-full size paper 
-half sheets .of paper, 
-s-odd sized paper 



To typewrite numbers by 
touch • 



To type letters, mem- 
orandums , tables^ and 
manuscripts,^ 



Drill frequently on service mechanisms 
such as the ceurriage return, space bar, 
tabulator,, paper insertion, etc, 

THE STUDENT SHOULD;, ' ' . 



Set up and^^type tables and letters from 
tiandwritten and unarranged rougli draft copy. 

Calculate isargin settings such as announce- 
jaents, 

THE STUDENT SHOULD ; • . 

Drill on typing numbers with a goal ot touch 
typing of ail numbers, 

^ V ' - 
THE STUDENT SHOULD; 
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TIME 



I THE STUDENT LEARNS 



sueeesTEO activities 

AND LEARNING OUTCOMES 




Integrated To proofipead. 



1-2 wks 



To type envelopes. 



4-6 wks 



To compose at the type- 
writer . 



Compose letters with de^tailed instructions. 

After hearing a description of a letter, 
s\ibmit a letter of which the best oniB is 
mailed. j 

Type projects for other. teachers including 
tables- and unarranged cppy. 

THE STUDENT SHOULD: 



Proofread materials typed by other students ' 
as well as thoii- o\m. 

Compose accepr^hlc letters, messages, tables, 
and type in f : na."' t-.rm with no' errors. 

Learn what errors most often occur in their 
typing, what causes them and then give them 
exercises stressing these' types of errors. 

Study how proofreading and correcting can 
save time, thus saving money for the employ- 
er on the job,' 

Bring examples of letters, newspaper clip- 
pings,, etc. where uncorrerted errors caused 
: content, or thought to be different than in- 
tended. 

THE STUDENT SHOULD: 



Cut paper to size for a large and small 
envelope, if actual envelopes are not 
available. ^ * ) 

Use chain feeding and back feeding methods. 

Use the method of addressing envelopes rec- 
omended by the U.S. Post Office. 

Include envelopes when typing letters for 
production counting the envelopes as part 
of their production time. 

THE STUDENT SHOULD- 



Compose acceptable letters, messages, tables, 
etc. and "type them in final form without 
any errors . ^ 

Be introduced to composition by a one word 



EKLC 
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TIME 



THE STUDENT LEARNS 



SUGOaSTED ACTIVITIES 
Ar>ID LEARNING OUTCOMES 



2-4 wks 



To type forms. 



response, followed by a sentence response, 
a paragraph response and finally compos- 
ing complete letter. 



After\ given detailed instructions as to 
letter^ style r^punctuation*, subject line, 
jattentiij-on line, closing lines, and carbon 
'copies ,\ compose a "^^tter following the 
instructions, 

THE STUDENT SHOULD: 



: Fill in trie necessary information on 
■printed fp^ms. 

-mailing iabels 

-shipping carders 

-bills of lading 

-receipts 

-promissory \nbtes 

-voucher checks 

-purchase orders 

-invoices \ 

-memor andums ^ 

Obtain various forms used in business. 

Insert words or .numbers properly on various 
forms • ' 



Integrated To become aware of 
careers. 



THE STUDENT SHOULD: . 

Prepare bulletin 'boards showing different 
pictures of a. person typing. 

-at the keypunch 

-at . the computor, 

-as a secretary 

-as a clerk i 
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TEACHING SUGGESTIONS 



1, Teach students to develop rapid stroking patterns from the first day of class. 

2, Encourage the student to look at the keys when first locating new reaches. 
After the reach has been located, tell them to keep their eyes on the copy 

as they type, " . 

«• • * ■ 

3, Do not emphasize accuracy eeurly in the year, but rather emphasize good tech- 
niqu/e, 

4, Give students short timings on their practice efforts starting early in the 
typewriting course, 

^ . • " 

5, Give daily assignments, rather than budget assignments, to build typewriting 
• power, (Be careful not to overwhelm students with these assignments.) 

6, Inform students of your method of grading and of short-term and long-term 
goals, 

7, Teach students to use. the typewriter mechanisms without waste riotion. 

8, Do not introduce figures and symbols until the students have first mastered 
the alphcibetic reaches. Present only one or two nisnbers or symbols in any 
one period, • . 

9, Provide daily d^ill on figures cmd symbols after they have been introduced. 
Grade on numbers typed per minute. 

10, ' Teach erasing early, about the 10th week, preferably as soon as applied 

typewriting jobs are introduced. 

11, Present correct typewriting techniques and procedures through short, frequent, 
and carefully planned demonstrations. a 

12, Make sure the students understand the purpose of every drilLvthey type.. 
Teach students the' difference between typewriting for speed arid typewriting 
for control and accuracy. > Be sure they know when to type at each level. 

13. Have the students preview much of ^he practice material typed in class. 
(Previewing refers to the practicing of difficult words, speed phrases, and 
the like before the copy in which these words appeeu: is typed.) 

14, Develop speed through short spurts, gradually lengthening the spurts of 
effort as the students develop typewriting skills 

15. Force speed through repetition of easy practice material. 

, . • 

16. If the typewriting room is equipped with both manuals and electrics, rcn am- 
ber that the stroking technique is the major difference between the operation 
of these machines. Do not rotate until they reabh 35 words per minute rt^r one 
minute. . " ' : ' 

17. Use graded material for timed writings. Material having a syllabic intensity 
of 1.30 or 1.40 is considered to be of average difficulty for typists. 

"179 " - ■ • 
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18. Set up. standards for the typewriting of office production jobs as well as 
for typewriting straight copy. 

19. Place less emphasis in second semester typewriting on "words a minute" and . 
more on "production" - 

2Q. Include art typewriting- (Only use a break in the routine before a holiday-- 
or some special event.) . 

21. Use bulletin boards to give recognition for work well done. ' Ask students 
to^ volunteer in designing bulletin boards, 

22. Suggested basis for grading: 

: F IRST SEMESTER ^ S ECOND SEMESTE R ' 

Techniques ^ 30% Techniques 10% 

Basic Skill Competencies (straight Basic Skill Competencies 30-40% 

' copy, statistical copy, rough Problem and' Production Work 40-50% 

draft co|)yr script copy, etc.) 40% Work Attitudes and Habits 10% 
Problem and/or Production Work 20% 
Work^ Attitudes and Habits 10% , 

Measure and grade students' straight copy achievement by utilizing three-minute 
timed writings. Utilize longer writings very sparingly at the end of the course. 

23. Include some discussion of careers where typewriting is essential. Bulletin 
boards would be an effective means of providing career information.^ 

POSSIBLE BASIC TEXTBOOKS 

Lessenberry, D. D., Crawford, T. James, ^Erickson, Lawrence W., Beaumont,. Lee, R. , 
Robinson, Jerry W. , Century 21 Typewriting , South-Western Publishing Co., I^i72 

.3 

Rowe, John L., Lloyd, Alan C. , Winger, Fred E., Typing 300 , Gregg Division/McGraw- 
Hill Book Company, 1972 
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TYPEWRITINe II 



Course Description 

The second year of typswriting is vocational in structure and purpose. It is 
designed to prepare students for a business caureer by developing vocational com- * 
petency at this typewriter. Much emphasis is given to production typewriting using 
office standards for quality cind speed. The developmerit of proficiency infusing 
service mechanisms and top row keys is a very important part of the course* 

Course Objectives 
^ 

Because the second7year course in typewriting is vocational ;ln pxirpose, empha- 
sis should be on production of acceptable copy in a specified period of time* It 
should provide an opportunity for the student to : 

1. Increase speed and accuracy on straight-copy and prorfluction typewriting. 

2. Compose usable copy directly at the typewriter. 

3. Build responsibility in organizing and completing typewriting production prob- 
lems with a minimum of direction and supervision. 

4. Develop top row proficiency. 

5. Develop efficiency in using and h2md£ing office materials and supplies. 

<, ■ "•■ . 

6. ' Develop touch ^ control of all service mechanisms. 

7. Chemge a typewriter ribbon correctly and give proper care to the typewriter. 

8. Complete with at least 95% accuracy "information" tests which include typing 
lrifo?Tnatfdn .about punctuation, capitalization # expressions of quantities and 

^ me^asmcei^^ spacing, letter stylesr- and business" forms. 



9. Type masters, caj±)ons, stencils, and offset mats. - 

10, Exemplify desirable attitudes, personal resourcefulness, self-reliance, re- 
sponsibility and self-control that lead to good work performance. 

11. Correct errors, crowd and spread letters, align the paper, and proofread in 
such a manner that the material could be mailed. 

Course Content 

Typing II contains drills to develop speed ai:\d ij-ccuracy achieved^ in Typing I 
letter productic- on ^^xecutive size, special size, and regular size dtatipnery; 
business documents and forms; advanced tabulation problems? ' multiple carbon copie 
duplication equipment; and qeneral typirjig information, i.e., punctuation, capitcd 
ization, expression of numbers. ^ o . ^ 

Course Credit <. 

One-half or one 

Course L< : ^ ; rJ.on 

10 - IX 2 

Course Leng th - : 

For one ccssHt — 36 weeks o^ 18G claS^s x^-^^^'^^s of 65 minutes each, or seven 
40 minut^■» p^L^iods weekly in lieu of five 55 minute period requirement. 

For one-hcilf credit — 18 weeks with above requirements 

North Dakota Secondary Course Code 

^A. ' ^ ■ 

03030-2 ^ . .. . ^ 
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TIME 



THE STUDENT LEARNS 



SUQOCSTED ACTIVITIES 
AND LEARNING OUTCOMES 



Semester Year 

2-3 wks 4-6 
wks 



To review and refine 
basic typing .kill. 



Both inte- 
grated 
daily 



Both inte- 
grated 
daily 



Both inte- 
grated 
daily 



To develop speed with 
accuracy on straight 
cop/ typing. 



To acquire a h:^gh de- 
gree of skill in sta- 
tistical \:yping.^ 



To proof re c'l- 



TtlE STUDENT SHOULD: • 

Strive for mastery of basic typewriting- 
techniques in the development of voca- 
tional coini!)etency at the typewriter. 

Type business letters, business reports, 
tabulations reports and business forms in 
a specified time period. 

THE STUDENT SHOULD: 



Understand the purpose of every cirill they 
type. 

Know when they are typing for speed and 
when they are typing for control.. 

Forces speed deveJo{»nent through repetition 
of easy practice materials. . 

Develop speed through short spurts, grad- 
ually lengthening the spurts as typing 
skill is developed. 

THE STUDENT SHOULD: 



Practice number drills dail^^ Abandon home 
row for vocational statistical typing. 

Receive an extra penalty for errors not 
located , 

THE STUDENT SHOULD: 



Inte- Per- 
grated iodic 
daily 



1 wk 2 wks 



Proofread their own papers and as a part 
• of a proofreading committee, be charged 

. with the responsibility for rechecking^ 
other student's papers. ^ . o 

To coiapd&e at the type- THE ST U D^SNT , :iOULD: 
writer. 

Produce a mailable letter given only verbal 
directions, 

. ■ ■ 

Type for the duplication THE S VTj.-^ enT SHOULD: 
process . 

Bfi able to type a usable spirit master, ^ 
ste^^cil, and offset mat in a reason^le 
amount of time. 
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TIME 



THR STUDENT LEARNS 



suesesTEO activities 

AND LEARNING OUTCOMES 



Semester Year 

6-8 wks 12-18 To type integrated pro- 
wks jects. 

. -administrative of- ^ 
fice typing 



THE STUDENT SHOULD: 

In a specified amount of time do a wide 
variety of business typing. 

-interoffice memorandums, 
-mailing list index cards 
-folder Icibeis 
-postal c^ds 

-office procedures manuals 
-form letters 
-circulars 

-tables (boxed and unboxed) 



-sales/purchase of- 
fice typing 



-financial office 
typing. 



-executive office 
typing 



-basic production 
skills 



15 



-professional office 
typing ^ 



^ -insuramce office 
typing 



-acknowledgment cards 
-purchase orders ■ 
-job descriptions 
-invitatir*-^«» to bid 
-summary of bids 

-trade in schedules 
-tables of deliquent accounts 
-collection letters 
-balance sheets 
-income statements 

-agendas of meltings 
-speeches 
-Itineraries 
-telegrauns 

-minute 1 ^of a meeting - ^ 

'-financial reports 
-letters on executive stationery 
-leftbound business reports^ with~tables 

cind footnotes 
-expenditure tables 
-purchase orders 
-invoices 

-leftbound Inanuscripts with side headings 
-last wills and testaments 
-p2u:tTiership agreements 
-legal letters 
-medical typing . 

-patient identification cards 

-abstracts of r. xaedical research report 

-reports of operation ' 

-two page medical letters. 

-monthly reports . ' _ 
-cards for a reference file ' ' 
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TIME 



THE STUDENT LEARNS 



sueeesTED activities 

AND LEARNING OUTCOMES 



Semester Year 



-letters with blind carbon copy notation 
-reports in memuscript style 



-technical office 
tyr ing 



-con^uter programs 
-two page techniccd letters 
-message reply memos 
-specification sheets 



-government office 
typing 



-government reports 
-government letters 
-disposition forms 



1-2 wks To become aware of the 

business world. 



THE STUDENT SHOULD: 

c 

Take a Civil Service and other employment 
tests, followed with class disciission. 

Type letters of application, personal data 
sheets and application blamks. 
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TEACHIN0 SUGGESTIONS 



1. Administer a performance pretest at tlie beginning of the course to determine 
present production ability and knowledge of typewriting related information- 

2. Demonstrate frequently using good form and techniques to set the example for 
iu^roved stroking, for refining* manipulative skills, for developing flow of 
work patterns, and for refining production skills^ When demonstrating at the 
typewriter, place the stand diagonally at the side of the room,. 

3. Set short-range goals that can be achieved; increase goals frequently as a 
means of motivating students to achieve new goals, ' ' ' ^ 

4. Collect business forms from the community to use as sample illustrations and 
practice forms. : : 

5. Allow students to use their own initiative. Provide exercises where students 
do not copy, from a book. ^ * ' ^ 

6. Accept only that work which is satisfactory as'me4sure4 by pffice standards. 
Provide worlc comparable to that in the office? a wide variety- of materials; 
stress rapid production, efficient organization of work, proper work habits, 
and knowledge and skills needed for sucfcess in business. 

7. Utilize vsurious business forms and methods in integrated, simulated, and 
model office situations throughout the yecir. . " 

8. Provide students with cj maximum of time for production work.. Using 20-30 
minute periods, striye for production of 3 to 4 letters the first semester, 
.5^ to 6 the second semster, of approximately 125 worcfs with all errors cor- . 

reicted, including the making of carbon copies and addressing of envelopes. 
Some production tests include rough drafts, tabulated forms, and material 
other than letters. Grades are determined by the quantity of mailable ma- 
terial produced within the testing period. 

9. Basd the grades for voca^onal typewriting upon several factors, including 
speed and .accuracy pn tiined writings., work habits, attitudes, and perform-' 
ance. .Progress reports to students are a logical part of the total program 
of pupil evaluation. 

POSSIBLE BASIC TEXTBOOKS 

Lessenberry, D. ,D. , Crawford, T. James, Erickson, Lawrence W., Beaiamont, Lee R. , 
Robinson, Jerry W. , Century 21 Typewriting , Cycle IT, South-Western Publishing 
Co. , 1972. - 



Rowe, John L. , Lloyd, Alan C, Winger, Fred E .,' Typing 300 , Book II, Gregg Divi- 
sion/McGraw-Hill Book Company, 1972. 



INTRODUCTION TO DISTRIBUTIVE EDUCATION 

■ ' > ■ J ■. 

In education today the term "relevant" is heard repeatedly. Young people are 
looking for a program that is meaningful and relates to life. Distributive Edu- 
cation is one program that is^ definitely "relevant," The educational experiences 
that students obtain in 'the classroom and at the occupational training station 
provides them with usable knowledge and skills general enough to be valuable in 
many occupations and specific enough for eicploy ability i \ 

■'■-./ k 
• The relevancy and practicability of Distributive Education make it an increas- 
ingly populsu: offering at the high school and post high school level. 
^ * ■ . - ■ ' 

Introduction to Distributive ^Education is a total program o^f study preparing 
students~~f6r entry positions in the field. of marketing. The first and forenos^ 
consideration is the individual student^s interest and objectives as*they apply to 
the field of marketing and distribution. With these student interests and objec-^ 
. tives defined, the Distributive Education teacher-coordinator .develops a plan in- 
volving classroom work, on-the-job experience, and leadership activities which will 
provide for the student bdth knowledge and alDilities he cem use to further his 
chosen occupations . ^j. 

The instruction *a student receives in the classroom from his teacher is re- 
lated to the skills* the student is acquiring at his training station. Relating . 
the classroom work and the training station learning becomes th^ ''essential ele- 
ment which makes Distributive Education a total cooperative program of study <^ 

.■ 

These guides are built-around the^remise that teachers in our Jtiigh schools 
and employers in business and industry will participate in a coatinuous evalua-/ 
tioh and updating process so that obsolescence in Distributive Education programs 
can be miiiimized. > . ' 

Philosophy ^ ^ ■ ■ ' ^ 

The theory that classroom instruction with related bccupationcLL trfidning is 
the best educatioraLL experience that can be offered has bieen bom out in practice 
through. Dis'tributive Education. By participating in this type of cooperative edu- 
cation, the student matures more rapidly, sees more reason for tke classroom 
learning in all eureas and completes the program much more able to enter the world 
of work than the non-participating student. The occupationcJL learning is more 
relevant because it is practical emd the" claussroom instruction is more meaningful 
being directly re la te'^d to the occupational training. The Distributive Education^ 
■ program, thereforfe, plans- its curriculum, training plzuis, 2uid related learning 
experiences so that, the student receives a completely meaningful cooperative 
traiining.. 

Objectives /* 
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1. Provide clMsroom learning through a curriculum that complements the occupa- 
tional experiences. • 

2m^ Prepare training plans for students on the jwgb that contain a variety of 
skills 2md understandings that provide empl^cibility. - 

3o Provide broad backgroilnd learning .exj^^r. cjnres so that students understand 
techniques of distribi^tion and the fi^i^ enterprise system. 

4.'' Develop leadership, social intelligence, vocationsLL understsmding, and civi::: 
consciousness r* 
Q . 187 
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SUPERVISED COOPERATIVE OCCUPATIONAL, EXPERIENCE " - ' T - " 

.•■ 

Course Descriptdbn ; ^ . | • 

Cooperative Vocational Education is an instructional plan which comHines 
learning experiences gained through regularly scheduled supervised employment 
in the community and vocationally oriented In-school instruction. The on-the- . . ' 
job learning experiences must be consistent with the occupational objectives 
of students. Students are normally paid a minimum wage by the employer . in . ^ 
prder to receive credit for -this course. 

The term "Cooperative*' describes the working^ relatipnship between school^ 
and business in preparing^ students for -the world of work. To achieve the go^ls 
of this team Caching ajrrangement, the teacherfcoordinator , employer/ and / 
training sponsor have instructional responsibilities. In school the-teacher- « ; 
coordinator combines related instruction' with the student employment e!xperiencfis. 
He also works closely with the training sponsor in planning studferit learning ^ 
experiences which are cpnsistent with both student and employer goals. The 
training sponsor combines regularly, scheduled part-time employment experiences y 
and instruction fio that -the student will' be able to develop and refine competen- 
cies needed fqr e^htry-level jobs and possible advancement in his chos'en/ 
occupational tield. / . ^ ' ^ - 

Course Ob jec*tly>3s T . . c . ' /, ' 

J r - ;-V • . ,v / 

One of the expected outcomes of cooperative- vocational education is the 
student'^ ability to adjust "to^wo^ environmentsr-i:iTe~tnTentr is that by- teach- \ • 
ing him to iriteract effectively with fellow workers and' supervisors under . ■ ^ 

various conditions in the cooperative training station, he will acquire capabilities, 
which will , persist as he prdgresses in his career and takes positions in other / 
work environments^ The student should be able:. - . , - ' , 

1. To develop knowledge arid skills essential for business employment and. 
advancement. > * / . ' / * ^ 

2. To interact with co-workers, supervisors, and employets.. . '/ : ' . 

» ■ , ■> / 

3. To stimulate critical .^nalysis of 'current jobs iand clareer possibilities.^. 

4. To develbp desirable work habits and 'alrtitudes. ' - - 

5. To make rational economic decisions abo^t employment spending and saving 
and p4rti\:ipate in a private enterprise economy. 

6. To manage work and leisure ^time. . _ , . . - » . 

■ \ ' '" ■ - 

1- To d eve lopT good habits^ of observation and good judgement skills. ^ o 

North toakota Secondary Course Code . * ^ - . 

04999 / ' • / ^ - ^ . . 

u 187A . . • - • ' ^ 



• Course Content 



\ Actual work (experience downtown at training station coordinated with 
related 'in-cl^ss j.nstructioh. The student is normally paid a>TniniTnum wage 
while employed ih; thelwork/st^tion. , " 

Cour se Credit , , • ^ 1 - ' / , 

One-^'hs^lf or one per year . ' 

' . ' ^ . • ■ , ^ . . : ^ 

. Coarse Location i> ' ^ 



11 - 12 



- Course Length 



Students work' approximately an average of 15 hou^rs per We,ek for 18 weelqs 
for oii^-half 'cVedit or 36 weeks for one , credit . " \ . ^ 



TIME 



1-2 'weeks 



,THE STUDENT LE/JINS « 
' * .' <i 

,'O'r'fentatlon and preparation 
• for actual job placement. 



,4 



1-4 weeks 



^ SUGGESTED 'j^(?TIVITIES 

, THE STUtrENT 'Should: 

Complete a self-appraisal 
uTfiit and be able to under- 
stand: " 
I ' -the training Agreement 
■ -the training plan ^ ; / 
1 -the purpose of. . the */ 



related class / 



. Skills 



1 



Balance of 
Semester pr 
Year 



r Actual on-the-job training 

1 ■ ■ • 



THE STUDENT SHOULD: ' 
Prepare for initial inter-/ 
viewing with training / 
sponsor. 

■ • " / " . 

^tHE STUDENT SHOULD: / 
Hand in weekly reports of 
hours worked' and activities 
p^irfonaed. 

Discuss pi;oblems with the 
teicher-coordinator/ that 



arise during the week. 

/Follow all aspects o.£ the. 
V / train:|,ng ^l^in. ■ j ' 

Seek* remedial help from the 
Htedcher-coordinator for any 
' aspect' of the /job. in which: 
. help is needed. 



.TEACHING SUGGESTIONS - See page 30 of Distributive JEducatiop Handbob^ t August 1972. 
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OCCUPATIONAL TITLES-JOB DESCRIPTION 



04.02 At>pari3l and Accessories . ' 

Fashion Coordinator 

1, Assists in buying 

2.. Studies fashion trends. \ 

3. Coordinates promotional activities 

4. Trains empJ-oyees 

5. Hires employees 

6/ Sells on the sales floor. 

7. Goes to market 

8. Puts on fashion shows 

9. Assists in developing merchandise 
plans , budgeting , and guidelines 



1- 
2. 
3. 
4. 
5- 
6- 
1. 
8. 

9. 
10. 
11. 
12. 
13. 
14., 
15. 

16. 
17. 

18. , 

19. ' 



1. 



1. 
2. 
3. 

4. 
5. 
6. 
7. 
8. 



Salesmen - Men and Boys 

Greets customers^ 
Develop^^ interest in merchandise 
Answers customers questions 
Determines customer needs 
Explains proper care of merchandise 
Shows, a variety of goods 
Helps customer mak^ a decision 
Suggests related items after a pyx- 
chase has been made 
Writes up a sales br chcurge slip 
Receives cash payments 
Ririgs up- sale 

Returns change and receipt , 
Handles' rettirns and exchanges 
Straightens stock area 
Makes sure work area is neat and 
clean . . ( ■ 

May assist in ordering stock 
May- stock shelves and racks 
May mark or rrnnark prices 
May prepare dj.splays 

Salesmen - Women and Girls. 

Would have the same -duties as a 
salesmen for men and^boys weeu: 

salesperson - Shoes 

Greets customers 
Determines customer needs 
Answers customer questions and 
". obj.ections 
Correctly fits s,hoe size 
Shows a variety of shoes 
Locates corredt shoe in stock area 
Helps custoirter make a selection 
Suggests related products after 
purchase is made • 



9- Explairs proper care of fherchan- 
dLse 

10. Writes up sales slip « . 

Jjl. Receives cash payments 

12. Rings up sales 

13. Returns change and receipts 

14. Handles ret-urns and exchanges 

15. Straightens stock 

16. Cleans work eurea 

17. Mark or^^ark prices 

18. Prepares shoe displays 

Jewelry and Optical 

1. Greets customer 

2. Determines customer needs 

3. Shows merchandise 

4. Answers questibns and objections 

5. Supplies product information 

6. Estimates repairs 

7. Sets Axp displays 

8. Keeps records of styles picked 
by^>brides-to-be , 

Notions and Accessdrie's 

1. Greets customers . ^ ■ 

2. Sells notions , r:o 

3. Duties similar to that of a. mens" 
wear or womens wear salesperson 



04.03 Automotive and Petroleum 



Parts Counter Man 



1. 
2. 

3. 
4. 
5. 

6. 
7. 

8. 

9. 
10. 
11. 
12. 

13. 
14. 
15. 
16. 



\ 



Greets customers 
Sells replacement parts and 
accossories ' 
Determines ciistomer needs 
Takes telephone orders 
Supplies necessary parts to 
mechanics ' \ 
Locates parts i^n . stockroom 
Suggests interchangeable peurts 
if originauL is rjot in stock 
Places special pWers for parts 
Determines parts \prices 
'.Receives cash, payi^^nts 
Writes up sales charge slips 
Kiaeps catalogs and Wice lists 
up to date \ s 

Rings up sales - ■ \ 

Retvirns change and receipts 
May ordejr replacement stock 
May unpack incoming shipments _ 
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04,03 ..Automotive and Petroleum^ 
' (Continued) 



17. May maintain sales records 
18 • Takes inventory 

Service Station Attendent 

1. Greets customers 
^2." Determines customer needs 

3. Pximps gas 

4. Checks proper rMuid. levels 

5. Mayj^heck tire pressure 

6. Washes car windows 

'7. May mcGce small repairs 
8* Receives cash payments ^ 

9. Writes up sales slip or charge sales 
10*,* Rings up sal^s 

11. Ret urns. change "and receipts 

12. Cleans station Ajad pump island crea 

13. Provides direcSons and information 
to customers 

14. Sells oil and other car care products 

15. Checks for worn or other defective 
parts 

16. Fills oil can racks 
Salesperson - Automobile Department 

1. Greets customer 

2. May sell new, used, or both types ^ 
of car 

3. Determines customer needs 

4. Points out benefits that match cus- 
tomer needs 

5. Quotes tentative prices and trade-in 
allowances 

6. May 2Lrrange financing and insur- 
ance for cars they sell 

^. Register cars and obtain licence • 
plates - 

8. Makes sure cars sold have been ser-, 
viced properly 

9. Answers customers questions 

10. Maintains contact with buyers by 
sending" out new car literature 

Car Wash Attendent 

1. Greets customer 

2. Takes cash or ticket from customer 

3. Rings up sales^ and gives change 

4. Operates car wash equipment ^' 
5.. Assists in drying car 

6. Cleans car wash area daily 

* 7. Services car wash equipment 



8. Refills car wash solution 
Parking Lot Attendent ' 

1* Greet customers. 

2. Dispense tickets 

3 . Park cars 

4. Locate cars for customers 

5. Receive payments 

6. Ring \ip-sales'- 

7. Dispense change and receipts 
, 3 . Glean parking lot area 

^ 

Service Department Manager . 



1. Greets customers 
'2. Determines customer heeds 

3. ^Writes up work orders 

4. Arranges for a mechanic to do 
the work _ 

5. May test drive autos 

.6^ -.Jg^ecprds necessary information to 
. obtain warranty coverage 

7. Advises customers of approximate 
cost and how long work will take 

8. May sell auto accessories 

9. May compute cost of repairs 
10. Answers questions regarding 

costs of work performed 
Handles customer complaints 



11. 



1. 

2. 
3. 

4. 

5. 

e. 

7. 



Bulk Oil Service 

Takes customers orders by tele- 
phone and in- person 
Fills customers, tanks' ; . 
Bills custpmer regularly - takes 
care of accounts 
May check customer tanks and 
fill periodically 
May check customer furnances, 
etc. and do minor repairs 
Collect accounts 
Service deli/^ery vehicle 



/ 



04.05 Floristry t . 

Salesperson - Flowers 

1. Greets customers 

2. Determines customer needs 

3. - Selects .flowers from stock 

4. Wraps flowdr? if ndfcessary . . 

5. Takes niecessary information for 
delivery orders 
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04; 05 Floristry, (Continued) 




Wholesalesmen- Driver • 


6. 


Takes fTD orders' 


1. 


Calls on stores 


'7 . 


May take telephone orders 


2. 


Inventor ies^and"* rearranges stock 8 


8. 


Rings up sales 


3, 


Restocks shelves * 


9. 


Writes up cash olo charge slips 


4-. 


Writes up the purchase order 


10. 


MeUces change and, returns along with 








receipt. 




Cashier - Courtesy 


11. 


Keeps work area neat and clean . ^ 







12. 


May assist in arranging flowers/ 


1. 


Cashes checks 




bouquets 


2, 


May handle returns and adjust- 


13. 


Clean and care for plants 




ments ' . * 


14. 


Builds displays 


3. 


May take utilities payments 


15. 


Advises customers on flower and 


4. 


May direct customers to merchan- 




plant care 




. dise areas - , 








May take phone calls r 




Wholesaler - Florist Supplier 


6. 


May be responsible for opehing 








new charge accounts and taking 


1. 


Calls on florist ^hops 




charge payments / 


2. 


Determines shop needs 






3. 


Suggests new products 




Receiving, Marketing, and 


4. 


Inventories supplies 




Stocking 


.5. 


Shows product samples and products 






catalogue 


1. 


May sign bill of lading 


6. 


Takes customer orders 


2. 


Unloads shipment 


7. 


Writes purchase orders 


3. 


Checks merchandise for correct 


8. 


Takes care of customer accounts 




quality, quantity, and damage 




Bills customer a't regular intervals 


4. 


Marks retail price and correct 








code information on merchandise 




Delivery 


5. 


Dispose of cartons smd- crates 


- 




6. 


Keeps receiving and marking " ^ 


— 1. 


Picks up flowers and delivery slips 




^reas clean ^ 




from the florist shop 


. 7. 


Routes shipments from vendors 


2. * 


Delivers to the correct address 


. 8, 


Keeps accurate records for each :. . 


3. 


Cleans delivery veljiicle 




shipment % * > 


4. 


Has delivery vehicle serviced 


.9. 


Moves stock to forward and 


5. 


TcJces cash payment from customer 




reserve stockrooms ' , ' 






10. 


May prepare claims against ven- 




■ ■ 




dor ; ' f 


04.06 Food Distribution 


X J. « 


UUSuS cinci CJ.ccino . ollcXVao 




Cajhier - Checker 




- " • ■■,'->' ■ . ' 

Carry out - Baggers ^ * ' 


- * 

i. 


Greet customer 


, 1. 


Bags items, making sure none 


:.2. 


Divides items ^s to taxable and- 




are damaged - ^ 




no n- taxable * 


2. 


Carriers items to customr'rs' cou: . ^ " 


■ ■•■3. 


Rings up sales 




and loads thfem ^ i 


' 4. 


Takes cash p*ayment/checks from 


3. 


Thanks customer^ 




customer 


4. 


Fills bag sectrbh in check out 


' 5 . 


Gives customer correct change and* 




counter . . " ' " / 




receipt 


5. 


May assist in marking merchah- ..p : 


■ 6. 


Dispenses, stamps if given at the 




dise and stocking shelves 




store 


6. 


Keeps area neat and clean 


7. 


Redeems coupons 


7* 


Replaces shopping carts in |,. 




- -May assist in bagging items 




designated areas ^ . |^ 


9. 


Changes cash register , tapes 


8. 


Washes windows and does general J. 
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4,06 *Fodd Distribution^ (Continued) 



Food Checker 



cleaning . 

Wholesale Representative 

1. Calls on grocers 

•2. Inventories stock 

3. Sugg^ests quantity of stock tp* carry 
4. Suggests items to be added to stock 

5. Sets up displays 

6. Assists in. promotional , activities 

7 . Keeps accurate accounts 

8. Writes purchase orders 

Rack Jobber 

1. Checks over delivery vehicle 

2. Organizes delivery schedule 

3, Prepares customers racks - cleans,^ 
inventories 

4, Replenishes stock, remove'ls slow 
moving merchandise 

5. Prepares display 

6, Prepares sales slip 

?• Returns to warehouse and re-stocks 

^ truck at end of da y 
8 • Prepares truck for next days deliv- 
eries 

9. Parks truck 

10 • Turns in cash and credit slips 
l^L, Prepares turnover figures for each 
store 

12. Arranges delivery schedule for next 
cday 

13. Contacts prospective customers 



04.07 Food Services 

Waiter - Waitress 

1. Greet customers */; 

2. Take order and sales check 

3. Clean counter and cairry out dirty 
dishes 

4. Set up counter 

5. Fill napkin holders, salt and 
pepper containers 

6 . Prepare soft drinks , maltsV etc . 

7. Clean under counter and displays 

8. Suggest deserts 

9. Ring up sale and give correct change 

10. Wash dishes and silverware 

11. Order pasterys 

12. Delegate duties to other employees 



1. Set up menu * 

2. Order food and supplies 

3. Handles money and budgets ' 

4. Sets up work schedule 

5. Records daily sales transactions 

6. Supervises preparation of food 
7^ Bakes home baked pasteries^ 

8 . - Trains new employees 

9. Coordinates" work load among 
. employees - . 

Hostess 

* 

1. Greets customers 

2. Shows them to their table ^ 

3. Serves menu . 

4. Supervises other waitresses ^ 

5. Supervises bus boys 

o 6. Sets up work schedule 

7. Helps to clean tables 

8. Rings up sale and makes change 

9. Trains new employees^ 

Food Vending Service & Coin 
Collection 

1. Contact manager to place machines 
in establishment 

2. Install vending machines with 
food and coins 

3. Repair machines and clean 

4. Order merchandise" from whole- 
saler 

5. Collect money, give % to busi- 
ness 

6. Set up budgets, determine which 
machines are unprofitable 

7 . Complete outside expense cind 
call sheets V 

8. Train new employees 

Wholesaler Supplier 

1. Calls on retailers and sells 
merchandise ^ 

2. Delivers merchandise to store 

3. Sets up store displays 

4 . CompJ etes outside call and 
expense reports 

5 . Loads truck 

6. Take^ inventory and order mer- 
chandise 

'7. Train new employees 



ft 

196 



\ 



-04-08 'General fferchandise 

Store Manager 

^ire, fire.peopre 
. 2. ^Trains emplaye^s and delegate duties 
and responsibilities ^ 

3. Cooifdihates promotional activities 

4. Sets up budgets and analyzes ratios 
5* Coordinates internal and external 

displays 
6". Enforces store policies 
7. 5 Conducts sales meetings 

8. Motivates . his personel 

9. Assists with buying * 

lOv Evaluates store performance 

11. Assist personel with problems 

12. Negotiates with union officials 
13.. Active in community affairs 



Operating Manager 

Completes st6re budgets with assis- 
tants from manager 
Hires new employees 
Supervises non-selling employees 
Orders displays ahd equipment 
Review outside call sheets and 
sxpenses 

Completes Manager monthly internal 
audit check - 

Conducts weekly meeting with depart- 
ment heads o 
Restricts this $ amount that can be 
spent in the store 
Supervises delivery schedule 
Review service department perform- 
ance r auto service performance 
Handles secvurity regulations cuid v 
control 

Handles customers injiuries 

Merchandise Manager 

Complete merchandise plan,* open to 
buy emd basic stock list 
Buys merchandise for all prpmor-s'^^.^. 
tional activities 

Approves purchase orders for basic 

-.lis t„ items \ 

Cpordinates promotional "activi ties ~ 
and lays out ads 
VlaxiB all other medias 
Supervises and^feraips selling * 
employees \ ^ 
Sells on the sales flopr 



1. 

2. 
3. 
4. 

5.. 

6. . 

7. 

.8. 

9. 
10. 

11., 

12. 



1. 



3. 



4. 

5. 
6. 

r: 



Coordiiuates displays -activities 
9. Goiss to market to buy merchan- 
dise * - 
10. Handles : security regulations 

' and controls 
JLl. Heuidles customers injuries 

Salesperson 

1. Sell merchandise , ^ " \. 

2. Describes selling points cibout 
merchcmdise 

31 Makes outside calls 

4. Demonstrates merchcmdise , ' 

5. Prepares . salescheck and bid:^ 
' 6. Explains credit* terms ^ . * 

7. Counts basic stock list^amd 
. orders^^merchemdise 

8. Sets up window and interior 
displays 

9. Tally daily expense accounts ^ 

10. Makes refunds and exchanges e 

11. Keeps floor stock current, clean 
and arranged . * 

12. Sells credit 

Receiving, Marking , Warehouse 
Manager . 

r. Unloads freight from carrier 

2. Checks for damaged cartons 

3. Counts number of pieces of mer- 
chandise 

4. Signs Bill of Ladirjig^ 

5. Records information into 
receiving record 

6. Pulls invoice order and matches 
with receiving drder 

7. Counts merchandise and prices 

8. Tadces merchandise to sales floor 
or warehouse 

9. Files claims and shortages 

10. Ships ret vims and claims to 
vendors 

11. Keeps warehouse clean 

12* Set deliveries and help to 
load 

13. Assists customers with knerchan- . 
dise pickup from warehouse 

14. Supervises and traixis new ware- 
" touse^persoimel -r---~ -~ — 

15. Sets up aerahandlse 

Buyer ^ 
1. Sets up nerchandise plan > 
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04 . 08 Qfeneral Merchandise f (Continued) 



2. 
.4. 



6. 
7. 

8, 

t 

9; 
10/' 



Calculates opehr to 'buy 
Determines buying policies, and 
price linnii(g\i , ^ 
Coordinates buying activities with ' 
promotional events 
Orders displays to tie in with mer- 
chandise 'displays^ ~ , 
Sells on sal^s floor 
Goes to/rJiar3cet , " 
Delegates of duties ^to personnel 
under his supervision : . 
Holds meetings,, informk'them eibout 
new products' . - I 
' Setd^ markdowns policies 

Cashier ' - J^ ' , 



2. 

i. 
s. 

6- 

T. 

8^ 



4. 

5. 
6. 
7. 

8. 
9. 

10. 
11. 

12. 

13. 



Tabulates daily cash xeglster rings 
and records on Sales & Cash repprt? 
Completes cash flow*^ reports (Income 
tax, Federal Withholding tax, ect.) 
MaRes bank deposits I' •* ' 
Calculate time-card hours. ^ 
Makes out payroll 

Handles bad^ check reports . ' ^ 

Pays freight bills 'and. all other ' 
bill5- ' . . ^ 

Supervise employees and train^ in 
company procedures 

Credit Manager . • ' 

Approves credit sales based on store 
limit by manager ' ' ■ 

Records credits and charges to each 

account * 

Cofl^tplet ei5~ge"neraT~ 1 to 
balance Looks V 

Send oiit delinquent correspondence 
Calls on aelinquent accounts 
Trains new employees 
Establishes limits, analyses 
accounts , ' 

Repossesses merchandise 

Records history of each account and 

gives credit rating 

Hires crjBdit collectors 

Records layaways and ^ills customers 

Mails out premium offers to preferred 

customers 

Orders credit tools to promote ^ 
credit 



.1. 



2\ 



[ 



- Service Manager 

'■ ^ . ■ ' 
If^ Repairs m^rcfiandise 

2. Supervises other Gervi9e man 

3. Orders parts and supplies. 

4. >Sets up worH r.ched jle^ .and ^roi^e 
5 • Analyses ' work re.^^rts ' ^ ^ 

6. Outside calls, e:>vpense reports 

7. Supervises handling of VCB, LBT ' 

8. Sells additional items ta cus*^ 
tomers (sqap, service contracts) 

9. Sells crp'iit and stores image 

10. Calculate repair estintates, 

11. Completes monthly service 
Pj^rfornv'^npe' •* ' 

Irif'oice Records Clerk 

— — ^ — :■ ' • / 

Ret:eives purchase orders, records^ 
9n ^ppen to buy . , / . 

Pays invpice^ * . ' ^ * / 
yl ^ Follow ups on late orders, sejpd 
cancellations 

4. Fil^s freight claims and short- 
- * ages • ' . - .'■'/" 

5. . Completes* monthly open to/ buy 
xepbrt 

6. Orders supplies and equipment 
7'. ^fetches, receiving order with / 

, invoice, files in closed ordei;s' 
by departments ' * ' 

8. Calculates monthly book invfen- . 
tory 

9. Complet^es year end reports and' 
reconciles inventory (book - 
Physic^) , . . 



3^ 



04j»09 Building Hardware ManagiSr 
Salesman General Hardware - 



a. 

/2. 

3. 
4. 
5. 
6. 

7. 
8. 
9. 

10. 



Sell merchandise^ 
Demonstrates mercbandiseV des- 
cribes s elling points 
Mixes paints ^ ^ •. , • 1 

Prepares s'alescheck'^and bids 
Explains c-redit terms . . 
^Counts basic stock lists, brders 
merchandise : , 
Sets up interior, dieip;. ays * 
Makes refunds and exchcuiges 



Keeps floor stock cui:rent, 

and arranged 

Sells credit- % 



clecin 
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0^ ,09 Building Hardware Mariager^ \' 
(Continued^ >. ~ \. • 

11. Rings up sales? mctkes' chang^e, refunds 
and adjustments ^ ; ^ 

Salesman Building Equipment \ 

1. Sells merchandise 
'2. Cdift^ietes floor plan layouts, 

estimates Jobs 

3. Demonstrates merchandiser c'^Cii^r ibes 
selling points 

4. ^Outside calls r check on jcrs 

5. Coordinates outside 'wo;.k group r. 
as^gns work ' * ^ •\' 

6. Explains credit terms 

7. Trains "employees • k ' • 

8. Sets merchandise up for delivery 
9- Counts basic stock lists r .-orders 

merchandise .. 
10- Attends sales ^training jqeeting 
ir. 'contracts' outside "jobs 

12. V Set. up interior displays 

^Salesman Farm Equipment 

II- Sells merchaTKiise 
.2-' pemonst:ra|:e9 merchandise, describes 
*• ' / selling points 

3- Assenibles merchandise for display 

^Counts basic stock list and ojraers 

• " • merchandise ' " 
# ■ i 

5- Outside cajllsr expense reports 

6. Trains othet emi>loyees 

7. Writes lip sales ohecHs/ makes ' 
chcuiger adjustment 

8 . Explains credit terms "~ 
9- ^Attends schooling e>n new products 

10- Sets merchandise tip ^ for delivery 
11. Clean and repair used equipment 

04'. 10 Home Furnishings •* . 

Salesman Floor Covering 

1- Sells merchandise, describes sellitig 
* points \ 

2. Supervises installer, or' contr'acts 
■•' - wit'h outside- man . . 

3. Coiints basic list and orders mer- 
chandise " t ' w 

4. Fr^epares saleschecks, explains 
credits terms ' , 

5. Home calls with samples, ifleasures 



floor and gives estimates 
6. Follows up on completed^^job 
•7. Demonstrates clieianing equipment 

8. Makes adjustment and refunds 

9. Trains new employees 

10. Goes to market to buy merchan- 
dise » 

11. S^ts up :^nteri<Jr displays . " 

12. Telephones prospects 

Salesman F^niture 

1- Sells merchandise'r describes 
sailing pdints 

2. Sets Op mercharjdise arfid displays 

3- Coiints, basic list and orders ' 
mercliahdise • . \ i ' 

4- Arragnes floor, groupings by rooms 
5". \Makes outside calls,, prepares 

' . expense rejiorts 1, :'^ 
6 : Telephones prospects', about ^s^e 

items o ' ' • • ' * 

7'.' Complete^ ciaily prospect list .and 
items sold . _ " ^ 
, 8. Label' m^rchjwidise wit-h sold tags 
for delivery' 
9. Makes adjustments and ref \in^s 
^,10* . ^Completes minor repairs -to meif^ 
chandise ^ , * 

11- Explains credit* tierms \» • * 

Salesman Apyliarice. ' ^ ' 

'• , . » 

1- Demonstrates merchandise,* des- * c 
0-.»« cribes selling points 

2- Makes •'outside c^l's, prepare 
expense report 

3. Complet'es' daily -prospect JList and 
items sold * . ' 

4- Telephones. prpspectsT about unad- 
. ver^se^ s|>ecials' . 

5- - Counts basic list ^and orders . 
merchandise ' - * 

6.. ' Label merchcundise with sold tag^ - 
V for delivery • . ' " 

7- Prepare pick-up slip on trade in 
^ merchandise. 

\8;- Follow-up .on sale- to ^ee if cus- 
tomer is ' satisfied^ 
9. Unpack or xmcrajte^ merchandise for 
display^ , ^ ' 

10- Price merchandise V^i"^ correct . 
' information - 

11. * Explains credit terms*/ ' service 
. policies .. 

12. Make adjustments and refunds 



04,10 Home Furnishings, (Continued) 



tured Goods 



13. Set up interior displays 

Receiving f Marking , Delivery 

1. Unload appliance', check for dam- 
aged cartons - ' 

2.,; Record receiving record^ match • 
order-, write information on carton 

3- Arrange merchandise for deliveries 
. and 'instari • ■ - ^ 

4. Assist customer with merchandise 
pickup from 'warehouse 

5. Deliver .merchandise to sales floojf 

6. ..File claims and shortages 

7. Ship returns and claims to vendors 
8- Set up merchandise 



04,11 Hotel and Lodging 

■ V ' ^- ■ 

Bellmen \ ' 

1. Carry baggage oVincomi^g and out- 
going guests . . \ 

2- Escort guests to their rooms 

3- Checks to see* that rooms are , in. 
order 

4. Suggests use of hotel services 
sl" Handles room service 
6- Performs errands "for guests 
' 7. Delivers packages « ^ , ' 



Front Office Clerks 



A 



1. 

2. 

3. 

4.. 

51 

6. 

?: 

8. 

-9. 



Greets guests 
Rents .rooms 

Handles i^ail — ' ^ \ ' 
-As,signs rooms" 
Issues key^ 

.Provides infonrifttion to guests 
Acts as caahiei: 
Dispenses registration forms 
Takes care of. reservations 

Travel Clerks" 



1. Calls t)h businesses, retailers, 
factories, railroads, banks, 
wholesalers, schools, hospitals, 
and other institutions 

2. Provides product information 

3. Adapts sales presentation to 
customer needs 

4. May set up displays and 'have 
' ' potential customers observe 

5- -^May train customers employees 
in operation of new equipment 

6. Makes frequent returns<5(^o cus- 
tomers to provide necessary 
service 

7, Writes sales reports 
'8, McUces appointments 

9- Compiles prospective customer 
lists 

10 • Makes out expense accounts 

11. Studies- product literature 

12. Conducts sales correspondence 



04.13 Insurance 

Insurance Salesmen - Dut i es of- 
various typgs^ of salesmen very 
similar 

1. Sells policies or contracts 'to 

individuals and businesses 
.2^.. Assists in planning fin^incial 

protection* ^ 
3- Provides advise as to best, type 

of policy to have according to 
\ customer need 
. 4/ Provides ^assistance in the 

settlement of a clhim 
5. Plans insiurancs program for 

prospective customer 
6- Developes prospective customer 

lists 

•7. Locates and talks to prospective 
^' customers 



1. Provides travel information to^ guests q4,15 Personal Services 

2. .Makes advance reservations ^ , 
a^^Arrahges^ for transportation tickets 



" Manager Barber or Beauty' Shop 



1. •Orders supplies 

2. Pays bills 

3 . Keeps' r6cor'ds , ^ 
Salesmen of Industrial and Manufac- 4. Hites and fires employees 



04.12 Industrial Marketing 
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04.15 Personal Services r (Continued) 



5p Give's haircuts 

6. Does, hair styling 

7. ' Does shampooing 

8. Sets prices 

9. Cleans work axea and equipment 

Laundry axid Cleaning - Comiter 
Clerk / . • 

1. Greets customers 

2. Takes c:us€omers okSEhes 

3. Records necessary laundry and 
cleaning information o v , 

4. Gives customer' clothing receipt \^ 

5. Takes clothes to laundry and 
cleaning work area 

6. Returns final product to the cus- 
tomer 

?• Takes payment for cleaning 
8. ■ Rin^s up sale and returns change 
to customer 



04 • 19 Transportation 

Traffic Agent 

!• Schedule shipments for routeing 
2. Complete reports r set schedule for 

employees 
"3. File claims 
4. Assist customers 
5: Supervise employees 
6- Identify rate schedules 
■ " » 

Materials Handler^ 

1. Load and unload merchandiise. » 

2. Use materials handling equipment 

3. store merchandise 

4. Fill orders for shipment 

5. «Take inventory of merchandise 

6. Assist customers in taking merchan- 
dise 

?• Supervises other employees 
.8. Drive truck/- sign freight bills 
9. Padk and crate merchandise to be 
• shipped out 
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DISTRIBUTIVE EDUCATION I 



. - ^ 

Course Description ^ 



The marketing segi^nt of our American Free Enterprise ^System .is undergoing, 
changes that affect the educational qualifications of young people . pursuing occupa- 
tional, careers in this field. Because the purpose of vocational education is to 
prepare the student for gainful employment, it i^ necessary to emphasize the 
development'of instructional materials designed t9 meet this challenge. "Course 
of Study 'for Marketing I" is .an effort to this end. ^ 

Course Objectives 

1. Differentiate and maintain the attitudes helpful in successful career planning 
ancf development. 

2. Demonstrate the techniques in applying for employment,. 

3. Select career goals that are realistic in terms of one's abilities and. inj:er- 
ests at. this" time and in the future. ■ - 

^ ' ^ ' . ' [ ■" " ' \ ■ 

4. Develop in writing job analyses to evaluate one's own qualifications in re- : 
lation to these analyses. 

1 » I. 

5. Identify all parts of a cash register and demonstrate and^explain their 
function. , * ' 

6. " Identify pEdA activities ^and discuss how they (X^ntribute to the learning of 

Distribution aiid Marketing. - > 



7. identify personality traits that are considered acceptable i 
* ^business relationships. ' ^ - 



in social and 
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8. ^Demonstrate a knowledge of good human relations by correct behavior in 
school and on the job. . - 

9. . Identify the principles of effective oral and written communication. 

10. Demonstrate the ability to communica:te effectively on the job and in 
. personal life. ■ • 

11. Identify specific product selling poiftts to an/individual customer's buying 
motives. 

12. Identify , the stages a customer goes through in a buying process. 

■ ■ . ■- ... • ■ ' - . - . •■ , 

Course Credit 



One -half 
Course Location 



11 - 12- 
Course Lengtft 

One semester or 18 weeks for 90 class periods 
North Dakota Secoadary Course Code 

04010 - I 
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JOB SEEKING 



TIME 

10 . hov\rs . 



BEHAVIORAL OBJECTIVES^ 
THE STUDENT SHOULD BE ABLE TO: 

Demonstrate the --liechniques in 
applying-'for employment.-:- ' 

'" Conduct himself, properly in an em- 
ployment interview. 



8 hours 



Identify various sources for find-^ 
ing employment opportunities. 

Complete a personal data sheet. .. 

Complete a job application form. 

Demonstrate proper personal - 
grooming. 

List steps to follow after com- 
pleting a job interview. 



LEARNING ACTIVITIES 

Assign readings on job seeking. 

Have students fill out self- 
inventory, personal data "sheet, 
and application blank. . 

Practice taking te*sts which . 
are given by. some employers. 

Roie playing on "Applying for 
a Job" letting each student 
apply for a job and vide o 
taping. . ^ 

Check these findings:- 

(a) voice . . ^ 

(b) appearance, dress, grooming 
. (c) interest » 

Invite a personnel' director • • 
from a local store to come 
to class and conduct^ the 
interviews. \ > 

Suggest that students get infor- 
mation about a coihfJany from the 
community in which business is 
located or from the library.^ 

Penmanship dfUls.. * 

Disciass the idea that "Your 
Letter is You".. v , 



HUMAN RELATIONS 

define in Writing or orally wh^it 
human -relations means. 

Describe the basic needs that all 
people have. o 

Describe the characteristics of 
effective, human relations. 

"identify the personality traits 
that are considered acceptable in 
social and business relationships. 



Assign readings from Psychology 
and H\jman Relations in Marketing. 

List personality traits that 
students like and dislike. 

List traits students like and 
dislike in fellow employees 
cind employeri^* Discuss. 

Discuss human relations problems 
that occur- in family situations. 
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HUMAN RELATIONS (Continued) 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 

Classify his personality traits 
into, the categories of physical, 
^ mental/ and emotional. 

Xist the qualities they now possess 
pr can develop that will aid' in a 
successful 'marketing career. 

Prepare a. personality improvement' 
plan. 



"I7rs't~several human relation traits 
that are important to supervisors 
and employees. 

Describe bow human* relations may 
(^iffer in a formail and infonnal ^„ 
setting. 

List several humcin relations prob- 
lems a new employee ^ay encounter 
and suggestions for avoiding them. 

List several methods used by em- 
ployers to achieve participation 
and cooperation from employees. 

Describe the effect of human re- 
lations on an individual's morale. 



LEARNING ACTIVITIES ^ 

Analyze case problems in ' 
groups and individually'. 

Class discussion on behavior 
management expects from em- 
ployees. 

Personnel manager from a local 
business to discuss human 
relations with the class. 



Have students-eval-ua4:e— clciss- 
merobers on their human rela- 
tions practices.' 



Show selected films available 
at the State Office Building. 

Show film on personnel manage- 
ment available at SBA office. 

Have students prepare job 
descriptions for caireers deal- 
ing with human relatipns., 

Siimmarize magazine articles 
on human relations and have 
them report to the class. 



Describe* the importance and effect 
that informal small groups have on a 
business. - . . " 

Provide ''workable solutions to human 
relations problems. f 

Demonstrate a knowledge of good 
human relations by his behavior in 
school and on the job. 

Lirst several jobs in marketing that 
deal with human relations. 



personality' 

^Describe the importance of psychol- Assign readings on personality, 
ogy^in business by: ' . . ^ 

(a) learning to understand one's self List of examples of ways to 

(b) learning t6 understand others" achieve one's goal:. 
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PERSONALITY (Continued) 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 

- ~ Recognize those-elemants of person- 
ality necessary, for ^»feucces5ful 
-career development /and practice 
those elements. ' / 

Differentiate and' maintain the . 
attitudes helpful in successf\il 
career planning and development. 

Identify and follow characteristics 
of basic grooming and^^minimum dress 
req ui remen ts • 



. List chcuracteristics of a good 
, personality. 

Recognize the personality trcd.ts 
and will be able^ to measure his own 
personality and aim toward improv- 
ing himself and his attitude. 

Describe the importance of psychol- 
ogy in personnel work. 



LEARNING ACTIVITIES 

(a) Why each method is un- 
acceptable. 

(b) Whether these methods are 
equally bad in one's job.. 

Describe a situation wl;iich 
you observed in school , where > 
leaders got results by setting 
an example that was imitated. 

Role play personality traits 
that would be beneficial. 



Complete personality rating " 
sheets and personality inventx^ry 

Have buzz discussions and find 
out what.inakes a good person- 
ality. = ^. ^ 

Discuss "Golden Hule". 

.Discuss -the fact that many 
people measure, intelligenctt by' 
the way an individual performs 
instead of by scientific test 
scores. 



Check with guidance counselor 
and review test scores to. class 
grades . 



Class discussion of job analysis 
prepared by students. 



• BASIf MATH 

Perform fundamental arithmetic 
cOTiputations of addition, subtrac- 
tion , multiplication , division ; 
percentage, decimals, and fractions 

with 100% accuracy. 

t. . .1 . 

Complete mathematical problems 
legibly, accurately and with speed.. 



'Use pretests to determine 
individual needs in this area. 

Assign problems and readings 
from a business math book as 
needed. 

'Prepare handouts containing 
each type of problem and have 
the students complete. 



V 
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BASIC MATH (Continued) 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 



LEARNING ACTIVITIES 



Calculate customer costs given 
sales transactions involving weights 
and measures • . . 

Calculate gross and net employees 
ea^mings given hourly rates , com- 
missions, and deductions. 

Calculate transactions on sales 
slips using unit.pricdSf quantity 
prices, average prices, and prices 
for fractional quantities- 

Compute' pufohas^ cost for 'merchan- 
dise given the purchase price, types 
of discounts, and transportation 
charges. 

Calculate open to buy given the 
necessary information?. 

' Compute the amount and percent of 
markups and markdowns. 



Use sales . slips and hypothet-: 
ical purchases to provide 
practice for the .students. 

Use seunple payroll checks and 
have the students complete." 

Use materials from SBA on, the 
different types of . compute* ^ • 
used. in business. 



COMMUNICATION 



Identify the principles of effec- 
tive oral and written communication. 

Identify the elements . involved in 



communications . 



Demonstrate the ability to 
communicate effectively on his 
job and his personal life. 

Evaluate a group of business commun- 
ications. Gather the -main points 
and idecis. 

Prepare a plaui of self evaluation 
on h\s speech together with a - 
plan to improve himself. 



215 
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Assign readings on cGmir,unicaLtion. 

, Let a d'tudent • give a sales dem- 
onstration or tell a short story 

-and try tQ_ke ep the audience in- 
terested in spite of interrup- 
tions and unusuauL occurrences 
which are planned by the teacher. 

Use role playing and have stu- 
dents handle the following: 

(a) Con%>lalnt from customer by _ 
telephone. - 

(b) Face-to-face sale of product 
-1:0 customer. 

(c) Extending credit to customer. 

• Draw examples of mannerisms 
"from group. 

Show movie "Voice .with a Smile" 
frcia the Bell ^Telephone Company. 



COMMUNICATION (Continued) 



BEHAVIORAL OBJEtTIV.ES 
THE STUDENT SHOULD BE ABLE TO: LEARNING ACTIVITIES' 

' ^ V ' Use' tGletrainer and tape 

> ■ . recorder to demonstrate 

i!¥Dre ,ef fejptive telephone usage « 

,.: 'Assignment: 

(a) * Outline a four minute 
talk. 

(b) Is the purpose clear? ^ 

(c) Is .outline complete and 
^ - well proportioned? 



CASH REGISTER AND CHANGE MAKING 



List the functions of a cash reg- Assign readings on cash reg- 
ister, ister operation and the • 

handling of money . 
Identify all parts of a cash reg-.. - 

ister and explain their function. Survey class to determine 

t^.s experience with cash registers. 

Operate a cash register quickly and ■ ' 

accuipately ^using the touch Systems. .Divide class into small groups 

and demonstrate the different 
Define what is. meant by cash over , functions of the machine, 
and under "and give possible rfeasons - 

for both occurrences.- Have students practice ringing 

up sales, changing tap'fes, 
Describe the methods commonly used totaling the machine, and 
to correct errors made while ringing counting back change, 
up a sale . . , , 

* Have students with experience 

Check out a cash register and prove work with others during free 
cash as would normally be done. time.- 

Prepare a proof of cash^i slip. _ ' 

■J ■ ^ * ^ 

ChcUige the customer receipt and de- 
tail audit tapes/ read the counters, 
and change the date on the c ash • , 

register. . ' 

Reset the activity counters and the ^ ^ 

consecutive receipt number mechanism. " . . - . 

Describe new features on today's 

cash registers. ' , 

List in order the steps that are to • ^ 

be taken when computing change manually. ^ ; 
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CASH REGISTER AND CHANGE MAKING (Cbntlnued) * ^ 

BEHAVIORAL OBJECTIVES . • 

THE STUDENT SHOULD BE ABLE TO: LEARNING ACTIVITIES. ' 

Count back change to a customer ^ , 
correctly. ^ , _ 

Read and reset "the totals of the . • - 

salesperson, department, and^trans- . ' 

action keys. ^ • • ' 

List several, methods that are used 

to short change checkers during the " V . 

(ihange making process and describe ' * '-^ . 

correct checker responses. ^ \ ' - ' *^ 



DECA 

Identify qualities needed for true 
leadership.'*^ 

Define and discuss the nature and 
purposes Q.f DECA'i 

Identify the orgcuiizational and 
democratic principles used in DECA. 

Develop colnpetencies needed for 
leadership in social arid civic , 
activities. 

Develop competencies essential for 
poise and self-confidence in and 
before a group... 



Develop ah iirtderstanding of DECA 
and hoW DECA relates to the total 
instructicnal program in distri- 
bution. 

Comprehend the importance of being 
an active member in DECA.. 



Assign readings on DECA. 

Read and study DECA handbook. 

Have students participate in 
meetings, social 'activities, 
fund raising, and competitive 
activities* 

Demonstration of parlicimentary 
procedures. 

Appoint special "committees 
and set chapter goals. 

Show slides on NLC convention. 

Demo of DECA competitive 
events using video Jiape^ . to 
compare results. . 

Have students contact advisory 
members, about research topics 
which could be used for 
activity manuals. 

Pctnel of students discuss: 
"DECA organization" and for 
what p^l:pose does DECA exist." 

Election of officers—see DECA 
handbook for requirements- of 
candidates for offi'ce aqd what 
offices to fill. 



Develop a grogram of activities 
suitable for DEC^V. 

Identify DECA activities -and 
discuss how they, contribute 
to the learning of Distribution 
and Marketing. ' " 
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DECA .contests and Avaxds program 



EMPLOYEE COMPENSATION 



TIlJlE 



2 hours 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE AbQe TO; 

Describe the different compensation • 
plans that cire being used to pay 
' ^^employees and list the advantages 
. '«and^'disadvantag^s^f each. 

^ '^Compute earnings under^each of the 
following plans: straight salary , 
• straight commission, draw, oh com- 
mission, and the. quota plan. 

List types of fringe benefits thatt 
are commonly given to employees as 
a part of their compensation. 

Describe* othier reasons for entering, 
the field of distribution .other than 
the monetary rewards and fringe 
benefits . 



4 hours 



LEARNINQf' ACTIVITIES 

Assign readings on eitqployee 
compensation. . ^ 

Survey local -busin.ess firms 
to determine methods of com- 
pensation and discuss. 

Work problems and compute 
earnings under the different 
payment/^1 an s •^l^f 

Have *studen:^ research j^bs 
of interes.t to determine the 
~*type~cind"-amoimt-of - coinpen — ^- - 
sation commcn in that aJ:ea* - 



INTRODUCTION TO RETAILING 

Describe- the-'deJ^elopment of ^etail^>. • Assign rea'dings on retailing, 
ing from its'beginnirw to the pres- * 

ent and to 'postulate future develop- Show how customer, choice of 

consumer items determine what 
products can be produced and . 
marketed. 



ments. c ' 

Identify different types of retail' 
stores and service businesses 

List advantages and disadvantages 
'for 'each type of. store operation. 

Define the, meaning of , the term 
"Economics"'. ■ 



4.. 



Have st=udents discuss the. 
advantages and disadvantages- 

of competition. 

ft 

Develop through class discussion 
the importance of distribution. 



EKLC 



Describe the various goal^ of an^ 
economic system. 

Identify the worker's role as a 
citizen in a free economy including 
his privileges, restrictions, and 
responsibilities. 

Describe ^the roles of marketing and 
distribution in the various teconbmic 
systems. . 

Describe the relationship of dis- 
tribution to production and. con- 
sumption-. 

214 



View film "Distribution Dilema" . * 

Invite a retail merchant who is 
active in the Chamber of Commerce 
to- speak on services or retail- 
ing. V ' 

Individual students select an 
occupation *in the retail or ' ' 
service "business field. 

Gather information on. the ways' 
that the -occupations serve thfe 
needS/ and wants of customers.. / 
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IMTRODUCTION TO RETAILING (Continued) 



" ..... - . •• 

BEHAVIORAL OBJECTIVES 

THE STUDENT SHOULD BE ABLlE TO: 

Define the various economic "laws" 
of consuitiption.. 



LEARNING ACTIVITIES 

Read current business magazines* 



PERSONAL GROOMING 

List reasons why cleanliness and 
appearance are especially 4^inportant 
in retailing. 

Describe correct dress for job 
interviews. 



Define good grooming. 

Demonstrate through their practices 
personal cleanliness, good oraJ. 
hygiene, and physical fitness. 



Assign readings on skin care, 
makeup, deodorant., dental care, 
posture,' and appe^trance in <;fen- 
erai:,- . ^> 

Disquss ^'importance of fixst 
impressions. 

Have studenjts complete a iself- 
" inventory form on grooirdng . 

Have boys give likes and dis- 
likes conce^Tiihg girls dress 
and appearaiice , tJien change 
. roies. ^■■'•"N... . ■■ ' , ^ „ ■ 

iscuss current styles and ^ 
ashiphs that cure generally 
acceptable. 

Select' guest, speakers from 
beauty consultants, doctors, 
dentists, 2md personnel 
managers.;'; " " } 



Show.'films. 



CAREERS IN DISTRIBUTION 



Identify and , list twenty jobs in 
distribution. 

Select j:6u:fjer goals that are real- 
istic in terms of one's abilities 
an'd interests at. this tiifie and in 
the future. ^ ' 

Develop and^se materials helpful. . 
in reaching his. goals.. .'^ r 

Desojri^e ciareer opport4^itJ.ea avail- 
able :iTv'Vo^ local cdhuaunity;- ^' • 



Assign readings oa'careers in 
- . 'dis^tribution . 

Coii5>iei:e, occupational interest 
.test. 



Prepare a plcin ^setting an imme- 
diate ..job' objective. Indicate 
step .l)y step how you plan to be^ 
' come prof ipient in the job. In- 
clude plans for in^rovement in 
school, and on the job. 



CAREERS IN DISTRIBUTION, (Continued) 



TIME 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 

Describe sources of educational 
and vocational information in 
choosing a career. 

Develop in writing job analyses to 
evaluate one ' 3 own qualifications 
in relation to these analyses. 

Discuss the significance" of contin- 
uing one 's education for distribu- 
tion on the post high school level. 

Develop in writing plans to achieve 
career goals. 



LEARNING ACTIVITIfc-S 

Class discussion on job 
opportunities, 

'Buzz session:* ^ 

1, What makes people work? 

2. Why do they do the jobs 
they do? , 

Use outside speakers in whole- 
... saling, selling or service to 
show- how they have adv^inced 
in their jcfes. ^ 

Visit state employment . . 
bureau. 



Review career pamphlets. 
Interview. a successful person 
in ah occupation that is of 
interest to you. 

Prepare a personal resume and 
participate in an actual em- 
ployment interview. 

Prepare a list of the types 
of working conditions and the 
types of employment in the 
order of their importance 
:o . you. 



PRODUCT KNOWLED 

5 hours . * Define product knowledge. 

List- several reasons why product 
knowledge is essential to a 
salesman. 

List at least 5 potential sources 
of product information. 

Relate product knowledge to cus- 
tomer needs. 

Describe how product knowledge is 
helpful when encouraging a cus- 
^ tomer to trade up. 



GE 



Aseryrr readings on prod 
knowledge I 

Have students s\ammarize ^arti- 
cles from Consumer Reports and 
Consumer Bulletin magazines. 

. ' ' V ■ - 

Assign students- to gather 
product information from 
advertisements. 

^Have students prepare product 
analysis sheets. 
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PRODUCT KNOWLEDGE (Continued) 



BEHAVIORAL OBJECTIVES 
TIME THE STUDENT SHOULD BE ABLE TO: 

List the types of iniEormation 
about a product that a salesman 
should possess* 

--^ Transform product knowledge into 
customer benefits. 



LEARNING ACTIVITIES 

•» ^ ■ . 

Show several items of mer- 
chandise and have students 
list the types of information 
abput each that would be of 
iir^jortange to customers.,. 

Bring labels to class and 
discuss them as a knowledge 
source . 

Take a field trip to a manu- 
fact]iaring firm if possible. 

Have -students shop several ^ 
stores for a particulcir item 
and have them evaluate the 
salespeople's product knowledge. 

Select a product that has 

several strong competing brain^. 

Divide the class into groups 

and. have them debate the merits < 

of each brand. The group that 

supplies the most information - 

wins. 

Have the students prepare a 
merchandise manucJ.. ^ 



CONSUMER BUYING MOTIVES 



5 hours 



ERLC 



Develop an awareness and under- 
standing of ttie buying motives 
of people. 

Given a list of buying motives r 
classify them as: 

(a) Emotional ^ 

(b) Rationed 

(c) Product 

Identify specific product selling 
points to an individual customer's 
buying motives. 

List the five basic buying motives. 



Assign readings on consumer 
buying motives. 

Have a local demonstrator of- 
some vproduct demonstrate it to 
the class. 

Class project~Cla^s members 
survey customer's opinions of 
some store services.^ 

(a) Where do you shop? 

(b) What do you like about 
the store there? 

(c) What do you dislike about . 
them? 



Dramatize by testing the product 
before a group. Discuss its 



Differentiate amon^. the several 

basic irays people make decisions ^ ^ ^. 

when buying merchandise and services: selling points euid buying 
reasons r emotion, impulse* . motives, 

» °2i7,\ 2-2' i 



CONSUMER BUYING MOTIVES (Continued) 



a, 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 

Given a list of products, classify 
as: 

(a) Convenience goodi. 

(b) Shopping goods ' , 

(c) Speciality goods _ 

Identify the stages a customer 
goes through in a buying process. 

Develop the ability to be a good 
listener in order to discover the 
customer's needs and buying 
problem. 

Develop' the ability to ask appxxj- 
priate questions to better deter- 
.^mine the customer's wants and needs. 

Discuss the importance of producf 
information. Identify the differ- . 
ent types of product information 
needed for l&uccessful selling.' 

PERSONAL SELLING 

Differentiate between a salesman-, 
salesperson, and a salesclerk. 

Define salesmanship. — '. , 

List the personal qualities a 
salesman should possess. , 

Describe the importance of cour- 
tesy, cheerfulness, sincerity, and 
enthusiasm in ^ sales work. 

List the steps of a sale. 

List the types of approaches. 

Select the best type of approach 
given ^everal selling situations. 

Identify the qualities of a good 
approach. 

List several methods used to deter-' 
mine customer needs. 

• . . 218 



LEARNING ACTIVITIES 

Preparation has to be made X- 
for, the physical steps in a 
sale in outside selling. 
Discuss how the mental steps 
(AIDA) in a sale are similar 
to the physical steps. 

Let students, present sales 
demonstrations * * 

Role play different types of 
customers. 

Simulated case problems. 

Ask students what else you 
should observe about the customer 
Such as: voice, clothing, gram- 
mer. Develop with student what 
habits should be studied and be 
careful not to become too rigid 
in their judgments. 



Assign readings on personal 
selling, ^ '"' \ ^ 

Discuss idea that nothing 
happens until a sale is made. 

Discuss with students what 
they like and dislike about 
.^salespeople . 

Role play favorable and un- \ 
.favorable personality tradts 
and sales techniques. 

Analyze newspaper and magazine 
advertisements, to determine what 
buying motives they are appeal- 
ing to, ' 

. Have students role play when ' 
talking about the different 
parts of a sale. 

■ ' 7. ■ ■ . ■ " 



PERSONAL SELLING (Continued) 



TIME 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 



LEARNING ACTIVITIES 



Identify and appeal to different 
customer buying motives. 

Differentiate between objections 
and excuses. 

Given a variety of objections -over- 
come each with a correct response. 

Give reasons for trading up and 
list types .of suggestion selling 
items. , . o 

Given a list of customer rx^sponses, 
intluding comments , questions , and 
actions r identify those that are 
possible buying signals. 

List in writing and use 6 specific 
techniques, for closing a sale. 

» , _ 

Given a conversation between a 
salesman and a customer the student 
will be able to detenoine at what 
points the customer reaches the 
following stages of the sale: 

(1) Attention ' . . 

(2) Interest 

(3) Desire 

(4) Conviction 

(5) Action 

In the sa!roe dialogue the student 
will be able to identify the ap- 
proach, main body of the presenta- 
tion, and the close-. 



Analyze case examples of sales 
presentation for strong and 
weak points. 

Video tape and play back to 
the cl£U5s an actxial sales 
presentation given by a local 
salesman. 

Have students give a sale^ 
presentation and record, or 
video tape for playback and 
anctlysis. 

Show slides on successful 
selling ideas available at 
the state office. 

Show films. ' 

Have, students summaz^ize magazine 
articles on selling. - 

Invite a- successful salesmsm 

to speak to the class on selling. 

Have the students apply their 
knowledge by conducting a door- 
to-door sale campaign. 



'J 



Demonstrate the ability- to perform 
the following personal sales func- 
tions effectively: approach cus- 
tomers, iden-tify their wants and 
needs, present merchandise/ substi- 
tute merchandise, 'trade up, „ handle 
objections and excuses, and use 
suggestion selling in an actual 
i'sales demonstration. 



ErJc' 



Display an elementary knowledge of 
the different salens jobs available « 
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DISTRIBUTIVE EDUCATION II 



Course Description . ^ 

This unit is prinicorily directed toward the development of favorable attitudes 
and bas'ic concepts concerning -retailing, Emphcisis is placed on skill building 
activities in the areas of, receiving, marking merchandise, checking, and basic 
math,* Special attention will be given to personal budgeting, pricing for a proper 
mourgin and markups and markdowns. 

. ' ■ * * ■ « 

Course Objectives 

1. . Identify the modem developments in marketing, including the^, supermarket, the 

discount house, shopping center, and the new inner-city developments. 

2. Discuss the effect that all of the chemges in our economy, our society, and 
our government have had on our system of m€u:keting, 

3« Identify different types of retail stores and their characteristics. 

4. Identify Invoice terms correctly so that invoices will be paid at the proper 
time with the maximum allowable disqount taken. 

5. ^Identify cind perform the receiving and marking functions. 
6; Calculate initial and maintained markup on retail price. 

7. Calculate markdowns and identify their couses. 

8. Comprehend the relationship of price to sales volume, stock turnover, margin 
and. profit. . " . ' ' 

. c 2i4. •■ 
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ERIC „ 



■ ' . < 

««■.•• ' . 

a. ' Read and analyze a Profit and Loss statement. 

10. Discuss the affects price stmcture can have on the business. 

11. Prepare a personal budgfit involving one's daily living expenses. 

12. Draw a sketch of main street in your community and elaborate on . growth 
potential of the various businesses. 

Course Credit 

One-half 
Course Location 

11 - 12 
Course Length 

One semester or 18 weeks for 90 cleiss periods 
North Dakota Secondaury Course Code 

04010 - II 
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RETAILING HISTORY AND DEVELOPMENT 



BEHAVIORAL OBJECTIVE^ 
TIME THE STUDENT SHOULD BE ABLE TO: 

10 hours Discuss the historical development . 

of marketing in the Old World. 

Identify the development of mar- 
keting and distribution in America, 

Identify the modern developments in 
marketing including ^the supermarket, 
the discount house, shopping center, 
and the new inner-city developments. 

List five new innovations in 
retailing. 

Discuss and give reasons for the 
changes that have occurred in 
retailing during the past ten years. 

* Identify different types of retail 
- . stores^ and their characteristics. 

Identify five types of retail ser- 
vices and describe how they serve 
customers and community. ^ 

Identify three wa^ys the retailers 
serve, customers,: the economy, and 
the community;, , , 

Describe how the retailer makes 
shopping easy for the customer. 

. Draw a sketch of main street in. 

•their community and elaborate on 
growth potential of the various 
businesses. . 

Discuss the effect that all of the 
changes in our economy, our society, 
and oxir government have had on our 
system of marketing. 



LEARNING ACTIVITIES 

Assign readings op retailing 
history cind development. 

Student may be "selected to 
interview merchants to obtain 
histories of their stores and 
the plans for growth and make 
a brief report to. the class. 

Have student give oral 
^ reports on government regula- 
jiions prior to World War II 
concerning fair trade laws. 

Have student go into a "buzz 
session" on the topic "Trends 
in Retailing" . 

Haye students read current • 
■articles in "Stores", ^"Journal 
of Retailing", or any other 
references on jthe discount* 
movement. 

Discuss new product on the 
market today that- was not 
there 10 years ago. 

Discuss effect of automation* 
on retailing.^ 

Guest speakers, films. 



RECEIVING, MARKING. CHECKINQ ACTIVITIES ' 



10 hours Compare different types of trans- 
portation used in shipping merchant 
dise from vendor to business. 

Compare veurious marking procedures, 
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Use overhead projector to show 
typical bills of lading from 
express, freight., or motor-, 
ized lines. ., ^ 



RECEJVW6. MARKING, CHECKING ACTIVITIES (Continued) 



BEHAVIORAU OBJECTIVES 
TIME THE STUDENT SHOULD BE ABLE TO. 

' Identify invoice terms correctly so 

0 that invoices will be. paid at the 
proper time with "the maximum allow- 
able discount, taken. 

Identify and perform the receiving, 
•r and marking functions. 

-receive goods delivered to store 
. -check package for quality and / 

quantity 
; -route- shipment from vendor 
-arrange returns to vendor, file 
claims 

-mark merchandise with price and 
stock control information 
o..! -keep accurate records of each 

shipment ^. 

-follow safety measures at all 

times to prevent injuries 

• * / . 

/ 

Identify information placed on a 
sales ticket. 

Describe- three systems used in v 
checking goods. 

• ■ ' ■ ■ • 

comprehend the importance of invoice 
dating and terms. 



LEARNING ACTIVITIES 

Draw examples from group. 
Poijit out need for business 
to make sure the proper dis- 
count has been deducted on 
invoice. 

Have student cite examples of 
merchandise that would use the 
different types of markers and 
wliat types. 

Explain how. packing slips may 
call for a different style, 
nuiaber, color , . material or 
size, than that received. 

Explain how cost codes are 
used. Cite .example: 
. Mr. Biggees 
12 345678 9 ^ . 

Tour *a department store 
receiving 2uid marking room* 

Invite receiving room or 
traffic manager to talk on 
new developments in receiving, 
checking /ind marking. 

. Discuss sitiiulated cases. 



DISPLAY 



15 hours 



ERJC 



Define all display terms • 

List the purposes of displays. 

Classify displays as promotional or 
institutional. , 

ListVaind describe the types of 
window display back;grounds« 

Correctly identify the following 
types of display : open, closed # 
built shadow box, and shelf. 

.Pa9s 9n objective test on* display 
with 75% accuracy. 
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Assign readings on display. 

Use handouts pictiaring and. 
explaini^ng^the elements of 
design, proportion, balamce, 
etc. 

■■ - .-; ■ 

Work with color- wheels .and 
water colours to acquaint stu- 
dents with their tise. 

Practice working - with manne- 
quins,, pinninig,' lighting, and 
show c^rd lettering. 

Evaiviate local store windows. 
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DISPLAY, (Continued) 



TIME 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 



i 



List in writing the seven elements^ 
of a display. 

Identify the two types of balances 
and the five arrangement^ that are 
commonly used in merchandise dis- 
play. - ^ 

j • * ' , 

Select, prepare, ;and arrange mer- 
chandise and props using correct 
principles of design. 

Correctly apply knowledge of design, 
composition, dominance, balance-, and 
proportion. 

Correctly differentiate between 
colors and identify them as well as 
their psychological appeals. / 

Construct a color wheel. 

Complete a show card grasping the 
fundamentals of lettering/ rela- 
tionship of. spacing and. layout, 
and selectivity of organizing and 
properly executing a show card. 

Judge a window display using a 
DECA rating sheet without deviating 
more than. 7 points in each area as 
determined biy a.qi^lified judge. 

Con£?trudt a window display tiiat 
would receive a ifating of 80' or 
better using the DECA rating sheet. 



LEARNING ACTIVITIES 

Take a field trip to the difs- 
play department of a local 
stote . 

Use guest speaker whose job 
is that of dressing windows. 

Have students sketch sample 
displays. 

Have- students construct dis- 
plays in the classroom. 

Show films and slides. , c 



PERSONAL BUDGETING 



5 hours List sevejrkl 'reasons for preparing Assign readings on budgeting. 



a budget; 



\ 



List the major items that are 

commonly budgeted for^ 

\ ■ . 

List resources, possessions, 
savings, afnd income. \ 

Define fixed expenses and list 

\ 
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Have students keep track of 
all their expenditures fox a 
week* 

Have students list their fixed 
costs, living costs, and 
explain why an emergency fund 
is a -good idea.'' 
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PERSONAL BUD6ETW6. (Continued) 



BEHAVIORAL OBJECTIVES , ^ 

THE STUDENT SHOULD BE ABLE TO: LEARNING ACTIVITIES 



those that apply to them. 

Describe the value of a checking 
account and a savings account when 
maintaining a budget. 

List short term and long term 
monetary goals/ 

Prepare a budget that is suitable . 
for their vown use. ' 



Prepare individual budgets, 
and compare. 



BUYING FOR A PROPER MARGIN 



Calculate initial and maintained 
markup on retail price. 

Calculate margin requirements of a 
business I 

Calculate markdowns^n'^^ identify 
their causes. 

Determine Jjrice lines and prices 
for lines of ^merchandise. 

List factors which deterruLne the 
price of merchandise. ^ 

Identify pricing policies, 
-pricing in reverse 
-odd number pricing 
-leader pricing ^ 
-loss leader pricing < ^^'*^ 

Comprehend the relationship of 
•price to sales volume, stock 
turnover^ margin and profit. 

Define breakfeven, point. 

Read and analyze a Profit and Loss 
statement. 

Discuss the affects price struc- 
ture can have' on the business. 
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Assign readings on buying for 
a proper margin. 

Bring ads: 

Have students classify the 
ads in terms of one price , 
np price. - 

Discuss pricing — students 
bring items to school and q 
place prices on each item. 

School store — analyze prize 
and turnover. 

Practice on blackboard compu- 
tation of margins. 

Prepare a Profit and Loss 
statement and anad.yze ratioi^ 

Debate using tow teams, ^ 
'■'Price Policies .Followed by 
'Discounters". ' 

' * ■ ■ * • 

SBA Publicationa. 

Fiel4 trip and coiopare selling;, 
prices on same items at dif- 
derent stores..- - 

Prepare sAleschecks and 
practice multiplication. 

Guest spaaUcer from a local 
business. ^ 



DISTRIBUTIVE EDUCATKJjvi 



III 



Course Description 

This unit Is primarily directed towards laying the groundwork for operating 
practices/ It deals with principles that control the behavior of successful 
retail personnel. Emphasis is placed on skill building activities in the areas 
of inventory control, salesmanship and display- 

Course Objectives " ^ . , 

1. Deocribo several methods user\ for doll ecting marketing research data^and 

list advantages [and disa:dvantages. for each rtfethod. ^ . ^ 

2.. Differentiate between t^^ various types of both external and internal sales 
promotional media. 

3. Construct a merchandise plan, set up realistic sales goals and del^i'.-mine how 
much merchandise to order for a six month period. » 

4. Identify the two types of s,tock cdntrol systems, and compaJre their advan- 
tages an^ disadvantages. 

5. Differentiate between ^e characteristics of a physical inventory and those 
of a perpetual. 

6. * Identify the -terms 'Wketing", "distribution", and the: "distribution . 
. ' system". -r 

^7. Identify factors influencing change in marketingr practices such as popula- 
tion growth, income, mobility , living habits, etc. . * 

■' • . . ■ f- 

8: Demonstrate the ability to perform sales functions ef^ectiyely. 



9. Identify buyincj motives and sales psychology in hvaman relations situations 
and in self-understanding, ' t * 



'l0« Demonstrate a knowledge of good human relations by. his behavior in school 



and on the job. 
Course Credit 



One-half • • .j 

Course Location 

11 - 12 . 
Course Length 

One semester or 18 weeks for 90 class periods 
North DaJcota Secondary Course Code ^ 
^4010 - III^ 



CAREER SELECTION 



BEHAVIORAL OBJECTIVES 
TIMe THE STUDENT SHOULD B.P ABLE TO: LEARNING ACTIVITIES 



5 hours 



Define a career- . 

List career opportunities in dis- 
tribution- ' • 

Identify variSus routes available 
forVstu4ents w wish to seek 
additional Wducc^tion and training - 

Identify and acknowledge the reasons 
vf or both additional training and 
•education in order for them to be 
I successfully eiaployed in the field 
of /their cax;eer objective- 
After research and analysis^ relate 
their present qualifications to the 
requirements of their chosen career 
and to establish their route to 
their goal based on self analysis, 
job analysis, apd current situation 
analysis. 

Obtain a job which holds potential 
c- for contributing to their long / 
.range objectives. 

Accent responsibility for making 
. occupational choices and movii^g 
tows^rds goals - 



Assign readings in career 
selection- 
Discuss with students, what 
they wanted to be when they 
werjs young — How many times 
have they changed their mind^? 

Have students do a self 
analysis of abilities and 
interests as they relate to 
their career objectivBS- 

Have students talk to their 
guidance counselor about 
future plans - 

Have- students do a job analy-^ 
sis on different jobs in which' 
they are interested- 

Do some individual counseling - 

Have a personnel manager 
explain the importance- of^ 
school activities .when eval- 
uating applicants - 

Have students interview 
people working in career 
areas in which they are inter- 
ested- 



/ 



Examine the Dictionary of 
Occupaticnal Titles to gain 
more information on careers 
of interest- 



/ 
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Use services of the U- S. Em- 
ployment Office to help ntu- 
dents with their career 
plgnning- 

Arrange for- students to work 
on. the job of their choosing 
fgr a day. 

Have students examine and ' 
become familj.ar with the 
■ following materials: Kuder 



ERLC 
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CAREER SELECTION, (Cpntlnued) 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 



LEARNING ACTIVITIES 



Manual, Career Kit, Chronicle 
Career FiljS, Science Asso- 
ciates Research File, Dic- 
tionary of Occupational 
Titles , O^jcupatiOi'ial Outlook 
Handbook, and the magazine, 
Who's Hiring Who, 

Have students prepare a 
personal resume « 



MARKETING AND DISTRIBUTION 



5 hours 



ERJC 



Identify the teT^ns "marketing", 
"distribution", and "the distribu- 
tive system". 

Analysis production planning and 
* the strategy involved in supplying 
merchandise to the consumer. 

Identify the role the consumer plays 
in marketing. 

• Identify the basic approaches in 
the study of marketing. 

Identify major sources of informa- 
tion on data and factual figixres on 
any phase of marketing. 

.Diagram the different channels of 
distribution. 

List the seven elements of marketing 

Give a definition of marketing. 

Identify the industrial market ac- 
tivities that are used in providing 
goodB and services for the consumer. 

Given a product or service, identify 
the marketing function. ^ 

Define any marketing terms that are 
incidental to the instruction. 

Discuss how marketing adds value to 
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Assign readings oh marketing 
and distribution. 

Give examples of the differ- 
ence in markets patronized by 
the various kinds of merchants 

Conduct consumer surveys on 
products that are produced in 
your local community. 

Investigate teenage market. 

Trace products back through 
channels of distribution to 
manufacturer. 

Discuss how each function may 
be a venture in free enter- 
prise . 

-buying c- 

-selling 

-transportation 

-storage 

-standardization 
-market finances 
-market risk 
-market information 

Study sources of market infor- 
mation which include reports 
of government agencies "trade 
papers , commodity exchanges . 

Construct bulletin board. 



MARKETING AND DISTRIBUTION, (Continued) 



BEHAVIORAL OBJECTIVES 
TIME THE STUDENT SHOULD BE ABLE TO^ 

goods and services even though the 
form of goods may not change. 

Distinguish between industrial and 
consumer goods. 

Identify factors influencing change 
in marketing practices such as popu- 
: lation growth, income, mobility, 
living habits, etc* 



LEARNING ACTIVITIES 

Analyze case problems. 
SBA Publications, Films, 



MARKETING RESEARCH- 



15 hours 



Give a written definition of 
marketing research. 

Describe in writing ithe 3 types of 
marketing research. 

List several uses' for marketing 
research. 

Describe, locate, and use both 
primary and secondary sources for 
marketing research. 

Describe several methods used for 
collecting marketing research data 
and list advantages and disadvan- 
tages for each method. 

Prepare an economical and effective 
sample to be used in conducting a 
marketing research project. 

Prepare a useable marketing re- 
search questionnaire. To be use- 
able the questionnaire should be 
free of bias, arranged in a logi- 
cal sequence, solicit factual an- 
swers, and qualify respondents 
immediately. 

List the 4 steps in drawing up a 
marketing research plan. 

Conduct a marketing research pro- 
j^vCt and prepare a written report 
following DECA guidelines. 
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Assign readings on me-xketing 
research. 

Invite a speaker from a local 
marketing business or a busi- 
ness man who belongs to a 
local marketing and sales 
club. 

Have students summarize mag- 
azine articles on marketing 
research. 

Have students . review re- 
search projects done by 
previous studients. 

Br^^instorm the class as to 
poss:^ble DECA marketing re- 
search projects. 

Contact local businessmen for 
possible research projects. 

Give the class a typical re- 
search topic cund divide them 
into 2 groups. . Have one 
group find all t^e primary 
sources' and the second group 
all the secondary sources 
that are available for that 
topic • * 

Have each student prepare 
Sample questions.. 



MARKETING RESEARCH. (Continued) 



BEHAVIORAL OBJECTIVES 

rme, the. student should be able to: 



LEARNING ACTIVITIES 



ADVERTISING 



Have the students do a re- 
search project or participate 
in a creative marketing 
project • 



15 hours Define advertising in writing. 

List the goals and purposes, of 
advertising. 

Describe. the effects of adverr 
tising on the economy. 

List the types of advertising and 
explain the primary goal of each. 

List in writing the different media . 
that are available to advertisers. 

Outline the history of advertising 
in writing. 

State seyeral reasons for using 
marketing research before deciding 
on a particular type of adver- 
tisement or media. 

List the factors a retailer must 
consider when deciding what, how 
much, and when to advertise. 

Complete with 75% accuracy an objec- 
tive test on the characteristics, 
advantages, and disadvantages of 
^ the.-dif ferent media. 

Describe duties of the different 
advertising specialists. 

List: the eleirients of a newspaper 

/ advertisement. 

./'■•• 

Correct advertising layouts that 
have been improperly prepared. 

' Write usesQ^le advertising copy for 
' the different mediae. 



Assign readings on advertis- 
ing and the individual medias. 

Discuss advertising expendi- 
tures and their effect on the 
economy. 

.Have students bring to class 
a:dvertisements with different 
types of appeals. 

Invite guest spe^ikers from 
advertising agencies, large* 
stores, or. the medias. 

Provide the students with a 
fact sheet on a product and 
have them write suitable 
advertising copy. 

Have students sell advertising 
space for the school paper. 

Have students bring to class 
and evaluate advertisements 
from the different medias. 

Have students layout quarter, 
half and full page advertise- 
ments on layout sheets. 

Have students prepare adver- 
tisements for the school paper 

nave student^ prepare and 
present a radio advertisement 
and record and play back for 
analysis. 

Have students prepare an ad- 
vertisement suitable for TV. 
Video tape and play back for 



EKLC 
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ADVERTISING, (Continujtd) 



BEHAVIORAL OBJECTIVES 
TIME THE STUDENT SHOULD BE ABLE TO: 

Prepare layouts suitable for news- 
paper publication^ using good head- 
lines, subheads, copy, and correct 
arrangement of the other elements. 

Prepare advertisements that would 
. be useable far all of the media. 

Explain in writing the different 
processes used to produce illus- 
trations. 



LEARNING ACTIVITIES 

analysis- 

As a class project prepare a 
promotional campaign for a 
new product or store. 

Have students report on maga- 
zine articles concerned with 
advertising. 

Show films arid slides. 



Develop a suitable mailing list for 
a direct mail campaign. 

Given the characteristics of a par- 
ticular business, select the media * 
or combination of medias that will 
best serve its needs. 

/ ' ■ 

Establish advertising schedules and 
prepare budgets given the necessary 
information. 



SALES PROMOTION 



10 hours Identify the basic types of sales 

promotion. J 

Differentiate between the various . 
types of both external and internal 
sales promotional media. 



Assign readings on sales 
promotion. 

Have students discuss the 
various definitions of ^ sales 
promotion- . 



Describe the factors involved in 
coordinating sales promotion activ- 
ities. 

Describe the scope of sales promo- 
tion its activities, objectives and 
techniques . 



Bring samples of each media 
to class. Discyss merits of 
each. 

<^ • . 

Have each student select an 
item of merchandise and plan 
the sales promotion. 



Define the meaning of "sales promo- 
tion policies" and name the types. 

List the various sales promotion, 
media and explain their character- 
istics, advantages and disadvan- 
tages. 



Secure a sample of a sales 
promotional plan from a local 
mercl>ant. 

Collect samples of publicity 
used as a public relations 
tocJl; 
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SALES PROMOTION. (Continued) 



BEHAVIORAL OBJECTIVES 
TIME THE STUDENT SHOULD BE ABLE TO: 

* Identify the steps usually followed 
in sales promotion planning. 

. Outline a sales promotion campaign. 

Prepare titles of seasonal , annual / 
and special events / such as Thanks- 
, [ giving week and Birthday sales • 

Compare personal selling and adver- 
tising and why they should be 
coordinated. 

List three local merchants and the 
advertising media used by each. 



/ ■ • ■ ■ 

LEARNING ACTIVITIES 

Bring to class samples of 
publicity, news stories, and 
corporate tools that build 
good public relations. 

Use simulated cases. 

SBA Publications, Films. 

Plan a DECA fund raising 
project. 



CREATIVE SALESMANSHIP 



10 hours 



Given a product of own choosing and 
a specific marketing mix, select and 
justify a channel of distribution. 

Given h description of a selling 
environment, identify the type of 
salesman needed to perform in this 
environment . 

Given a product and an estimate of 
the market dei|»and, develop a selling . 
strategy which includes the channels 
of distribution and the types oS\ 
salesman needed. 

In a sales presentation use a 
suitable greeting, determine cus- ""^ 
tomer needs , present appropriate 
forms of suggestion, selling. 

List differences in a sales presen- 
tation given to an industrial buyer 
froio that which is normally given a 
consumer • 

List the special ways of selling and 
.describe what products are particu- 
larly suitcdtDle for each. 

Given a product, develop a good 
prospect list. 



Have students lis%j the types 
of products that are sold by 
outside salesmen . 

Assign readings on creative 
salesmanship. 

Have a salesman speedc to the 
class about his job. 

Trace channels of distribution 
for several products. 

Video tape sales presentation 
hypothetically given to an " 
industrial buyer. 

Discuss the factors that need 
to be considered when devel- 
oping a prospect list. 

Ask the students about the ' 
products that are normally 
brought to their homes by 
salesmen.. 
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CREATIVE SALESMANSHP, (Continued) 



BEHAVIORAL OBJECTIVES 
TIME THE STUDENT SHOULD BE ABLE TO: 

. Develop a meaningful sales 
performance analysis. 

Develop an equitable compensation 
plan for a sales force. 



LEARNING ACTIVITIES 



FASHION MERCHANDISING 



5 hours Define in writing style, fashiort, • 

and fad. 

List the major fashion centers ancl 
their individual contributions to 
the fashion industry. 

Describe the effects that fashion 
has on our American way of life. 



Assign readings on fachion 
merchandising. 

Debate topic — we would be 
better pff without fashion. 

Discuss current and past 
fashions that are kncwn by 
the students*. 



Describe recent changes of attitude 
toward .fashion by both men and 
women, v. 

Outline the stages of the fashion 
cycle. 

Describe the changes that have taken 
place in the retailing of fashion 
apparel. 

List several special buying con- 
siderations a fashion buyer would 
have that a buyer of staple goods 
would not.- 



Use a guest speaker from a 
high fashion store. 

Poll students to determine 
current fads. 

Outline on the board the 
fashion cycle for a recent 
fashion. 

Invite a fashion coordi- 
nator to preview upcoming 
styles . 

Discuss the idea of planned 
obsolescence. 



STOCK CONTROL 



5 hours Identify the 1:wo types of stock con- 

trol systems, distinguish between' 
their Advantages and disadvantages. 

Differentiate between the charac- 
teristics of a physical inventory 
and those of a perpetual . 

Compare the purposes, character- 
istics and importance of merchandise 
control records • 



Assign readings on stock con- 
trol. 

Show scunples of unit control 
records. Give illustrations 
of the type of businesses 
which may ,i;se this method of 
control. 

Explain procedures for taking 
physical inventory- List 
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STOCK _C pNTROL. (Continued) 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 



LEARNING ACTIVITIES 



Demonstrate techniques commonly 
used in Effective merchandise con- 
trol. . 

'Define factor-s influencing stock 
turnover. 

* Identify the information that cdn 
be obtained from the stock control 
records. 

List ways a retailer can increase 
stock turnover. 

Calculate planned purchases using 
a dollar control systeni. 

Identify procedures for taking 
physical inventory. 



precautions to be taken to 
prevent . errors . 

Develop an inventory package 
for students tadcing a physi- 
cal inventory, using forms, 
floor layouts, and recording 
by age classification. 

Explain and illustrate how 
inventory time is determined 
by,tbe kind of business. 

Emphasize that store policy 
governs methods used on mer- 
chandise control. Explaih 
how ticket stubs are U3ed by 
unit control " clerk • 

Explain how inventory short- 
ages and overages occur^ 

Show place of inventoar/ in 
profit and loss statement. 

Explain the kind of informa- 
tion to record oh wemt slips. 
Provide seunple want slip and 
have students complete. 



BUYING AND PRICING 



List duties and qualification cf a 
retail buyer. 

Identify correct sources for a mer- 
chandise plan. 

Identify basic components of a 
basic stock list. . 

Differentiate between hand-to-mouth 
buying and the 90 day open-to-buy 
process . 

Identify procedures used in deter- 
mining vrhat to. buy, when to buy, 
and where to buy. . 



Assign readings on buying and 
pricing. 

Prepare a merchemdise plan 
for school store. 

Buzz session: 

Divide the class into product 
interest groups. 

-determine ^arice techniques 

-turnover schedule 

-packaging 

-model stock . 

-suggestive selling items 

Use resource speaker, films* 
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BUYiN6 AND PRrClNO, (Continued) 



BEHAVIORAL OBJECTIVES 
TIME . THE STUDENT SHOULD BE ABLE TO: 

1.. ■ 

Construct a merchandise plan,, set 
up reaj-ifetic sales goals and 
determine how much merchandise to 
order for a six month period. 

List information, that is comironly 
contained on a purchase order. 

Identify merchandising techniques 
for fashion lines. 

Given a new product arid its dharac- 
teristics, indicate how" the buyeit 
should determine its worth. 

Given a product or Service, iden- 
tify the factors considered ^by the 
' buyer in determining^ its retail 

price. 

Identify pricing techniques that 
would result in the largest volume 
of sales for each article. 

Compare the characteristics, advan- 
tages and disadvantages of the 
various baying methods including: 

-individual buying 

-group buying 

-central buying 



LEARNING ACTIVITIES' 

Analyze case problems. 

Use simulated problems. 

Obtain sample forms ^ make * 
transparencies, make calcu- 
lations . 

Use materials from SBA. 

Demonstrate data processing 
stock control. ^ 

Assign research project. 
Determine which brands are 
best sellers. 



JOB DESCRIPTION 



3 hours Define a job. 

List the elements of a job analysis. 

Describe uses and reasons for job 
analysis » 

Complete a thorough analysis of 
their present job. 

Can define, use, and describe the 
information contained in the Dic- 
tionary of Occupational Titles. 



Assign readings on^ job anal- » 
^^ysis and description. 

Practice working with the - 
Dictionary of- Occupational 
' Titles. 

Have speaker from employment 
•service explain the usa^ge of 
job description. 

Have s.tudents v/rite a job 
description for the job they 
hold. If they are not working 
have them complete a descrip- 
tion for a '.job they have at 
home . 
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DISTRIBUTIVE EDUCATION IV 



Course Description ' ^ ' " 

This unit attempts to develop some of the fundamenteds of opening a new busi- 
ness. The retail worker needs* to understand the importance of pricing as it re- 
lates to the-jStore image and ultimately to the success or failure of the business. 
E'n5)ahsis iS placed on skill building activities in the £u:eas of budgeting, ratios 
and ctfninunicfitions. 

Course Objectives . ^ 

1. Identify the characteristics and purposes of the different credit and collec- 
tion policies used by rstailers. 

2. List several reasons why it is important for an individual to maintain a 
good credit rating. , / . ^ 

^3. Prepare personal tax return without error.' 

4. Comprehend and analyze an Income Statement, Balance Sheet and Operating Ratios. 

5. Identify basic qualities of successful management.^ 

6'. Discuss examples, of business risks and ways of reducing or eliminating them. 

7. Identify factorsr that affect store layout, location and image. 

8. Comprehcind the relationship between the maintenance and proper interpretation, 
of business records and' financicd. success. 

9. List characteristics cZ different types of ownership. 
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10. Discuss and list basic retcdl ^policies. 

11. Develop in writing job analyses to evaluate^ one's own qualifications in 
relaition to these analyses. s 

Course Credit . , 

One-half 

Course Location ' ' 

11 - 12. V 
Course Length 

One semester or 18 weeks for 90 clas^ periods ^ 
Nort> Dakota Secondary Course, Code 
04010 - IV 



BUDGETINe AND RATIOS 



iBEHAVIORAL OBJECTIVES 
THE STUDENT Sh6ul6 bE ABLE TO: 



LEARNING ACTIVITIES 



Comprehend and analyze an Income 
Statement and. BalcUice Sheet, in- 
cluding operating, ratios. 



Interpreting a Profit and Loss 
* Statement. ' 

Differentiate between working 
capital and initial capital. 

Discuss examples of business riSlfts 
ind ways of rediv^ing or elpLminating 
them. 

Identi-fy basic qualifies of success- 
ful managemen-. 



Assign readings on budgeting 
cind ratios. 

Assemble 3 or 4 annual finan- 
cial reports of corporations 
and analyze. 

Resource sp'fsaJcerl: Local 
accountant to speak on rela- 
tionship of accounting and 
control to successful busi- 
ness manaigement. 

SBA pamphlets. 



SBA films. 



Calculate a break-even point chsurt. 
Discuss advantages and limitations. 

Compeure the u3e of* decimals i mixed 
numbers and ratios to distribution. 



Drill problems in retail 
record keeping. 

(a) Stock tumovel: 

(b) P' and L statement 

(c) Balarice sheet 
^d) Stock controls 
(e) Expense controls 



CREDIT AND COLLECTIONS 



Define credit. 



Assign readings on credit. 



Impact ^and role that credit has in 
our econcMny. 

List several reasons for the in- 
creased \ise of credit by consumers. 

List tlis advantages and disadvcui- 
tages of offering- credit to . 
custotne.rs. 

Identify the correct credit plan 
when given a set of characteristics. 

Describe the diffe^rent methods used 
by retailers to handle, credit! 
i«:counts eind bill their customers. 

List three main factors ,that are 
considered when granting credit. 



Survey local stores to der » 
termine if tliey offer credit 
and if so what plan. 

Discuss what would' happen 
if all credit were abolished 
tomorrow. 

ft 

Secure copies* of credit 
application forms used- by 
locsd. stofes? discuss the 
types of information they 
axje asking fo3^. 

Visit a » local credit bureau" 
or the credit department of a 
Icurge store. 

Discuss credit information the 
credit bu:i;:eau has compiled on . 
the ii\i^tructor . / 
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CREDIT AND COLLECTIONS (Continued) 



TIMS 



BEHAVIORAL bBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 

Describe the methods used to 
establish credil: limits. 



List several sources of credit 
information that can be used to 
evaluate applicants. 

Define the roles ot a credit bureau 
and descritie how it functions. 

Identify .the characteristics ^d 
purposes of the different credit 
and collection policies used by 
retailers. ^ ^ 



LEARNING ACTIVITIES 

Discuss the effects that credit 
may have on a store's prices. 

Have students summcorize magazine 
cirticles on credit. 

Show films and -glides' on credJ.t". 

Have a credit manager talk to . 
th? class on teenage credit. 



List in order the series of steps 
that cure cx>mmonly^ taken to c'bllect 
overdue accounts. 

List several reasons why it is 
ic^rtant for an individual to 
maintain a good credit rating. 



Q 



SETTING UP A BUSINESS 



20 hours ^)valuate a store location, includ- . 

ing the ability to make a traffic 
count. . . 

Discuss the advanta^^es of the 
, different sources of capital, 

savings, loans, credit, and profit. 

Comprehend the success; and failure 
factors for a smcd.1 business * » 

Comprehend the relationship between 
the maintenance 'and proper inter- 
pretation of business records and 
financiail success. 

. List advantages and. disadvantages: . 
, 1. Buying a business. 

•2. Starting .your own business. < 

. . Comprehend the purpose and valxie of 

" financiatl records. 
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Assign readings on setting up 
a business. > 

Project: Set uj^ your own 
business. 

1. ' Name of store. 

2. Location, in community . 

3. ^ Layout and floor. plan.* 
4'.; Customer services. 

5. Store policies. 

6. Formal organization. 

7. Identification of product. 

a. Brand * 

b. Price 

c. Variety 

d. Price lines 

e. Model stock 
8; . Submit budgets. 

a. .Profit and Loss 

b. Sales. 

c. Expenses 

' d. Falance sheet . 
e. Advertising 
£• Credit 
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SETTING UP A BUSINEisS (Continued) 



TIME 



BEHAVIORAL OBJECTIVES 
THE STUDENT SHOULD BE ABLE TO: 



LEARNING ACTIVITIES 



> 



Discuss and list basic retail 
policies- \ 

Determine the ^iffect of the dif- 
ferent types of store policies on 
the store image. 

List factors to consider when 
choosing a location. 

List characteristics of different 
types of ownership. . 



iNDiVIDUAL INCOME TAX 



9. Job descriptions. 
10 . Grand opening ad . 

SB A' films and publications. 

Guest speakers. 

Simulated case problems. 



10 hours, Describe the steps necessary to 

obtain a social security card and 
list the reasons for having one. 

Outline the history of individual 
income tax ii) the United States. 



Assign selected readings. 

Prepare a bulletin bo&rd de- 
picting the vatious taxes we 
pay. 



. Have students practice u£3ing^ 
Definte what is meant by a voluntary the teDC tables. ' 
compliance^. tax system. 
• - Practice filling out form 

1040 by doing problems that 
are found in the teaching 
taxes workbook. 



List several areas on which the 
leurgest portion of the tax dollar 
is spent. 

Define the role of the Internal 

Revenue Service. 

/ . - . , 

Correctly determine who must 
fi^e a tax return. 

Determine the correct amount of 
tcDC that is to be paid losing 
the tax tables. . • 

-Correctly complete form 1040 
given sample situations. 

Prepare their own tax return with- 
. out error. . ^ 



Use crossword puzzle on tax 
terms. 

HavQ students complete their 
own tax form. 

Assign magazine articles on 
''teoces to be summarized and 
reported on by students. \ 

Discuss C5u:eers in taxes. 
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BUli^DING, EQUIPMENT AND LAYOUT 

■ \ 



TIME 

iU hours 



BhHAVIORAL dlBaECTIVE5 
THE STUDENT SHOULD OE ABLE TO' 

List five charabteristics that , 
are important wl|ien selecting o 
building. j 

Identify: 1- 

\a) Factors that) affect store 

layout 

(b) Equipment, need ±pr different 
■cypes of stores. \ 

(c) Ways buildings, equipment and 
layout affect the image cf the store 

Evaluate a store layout and make 
recommendations if they are needed. 

Draw a floor plan of a store, 

label each department by merchandise 

line. - - ..c--"* 

Contrast the effect of different 
locations on a store's image: 

(a) Highway 

(b) Shopping center 

(c) Downtown \ . 

(d) Secondary shopping district 

(e) Neighborhood . 

(f) String street 

(g) 100% locatioax^ . ' 



LEARNING ACTIVITIES 

Assign readings on tluilding 
equipment, and layout. 

School store .layout: Assig 
student to redesign the lay 
out in order to make better 
use of the area. 

Have students prepare ,a ske 
of -a local department store 
Discuss similarities and 
'differences and draw out fr 
class thfe reasons for this. 

SBA pamphlets. 

Simulated case problems. 

Guest speakers, films. 

View slides on display* froit 
state office. 




PUBLISHERS WHICH ARE BONDED WITH THE STATE OF NORTH 
DAKOTA AS REQUIRED BY THE NORTH DAKOTA TEXTBOOK LAW 



(N.D.C.C. Chap. 15-4s) 



Addison-Wesley Publishing , 

Company/ Inc. 

3220 Porter Drive y\ 
Palo Alto/' Calif: 94304 

\ 

Allyn and Bacon, /Inc. . 

Fpckleigh, NeW/ Jersey 07647 

American Book Company 
300 Pike Street 
Cincinnati, Ohio 45202 

American Guidapce Service, 

Inc. / 

P^ablishers' /Building 
Circle Pinek, M.inn. 55014 



Chilton Conipany 

525 Locust St. 

Philadelphia, Pa. 19106 
(Part of Co. now Center for 
Curriculum' Development Inc.) 

Clark Publishing Conpany 
Box 205. 

Pocatell'^f Idaho 83201 

F. E. Compton & Company 

Siabsidiary of Encyclopedia 
Britannica 

Conrad Publishing Company 

Bismarck, North Dakota 58501 



American Technical Society 
848 E. 58th Street 
Chicago, 111. 60637 . 

.Benef ic Press 
•1900 N. Narragansett 
..Chicago, 111. 60639 

Chas A. Bennett Co., Inc. 
[809 W. Detweiller Dr. 
'Peoria, 111. 61614 

Bobbs-Merrill Company 
. 4300 ^. 62nd St. 
ijndicmapolis, Ind. 46206 

^ ■' j ' 
Bruce P\iblishing Coxnpany 
40JO N. Broadway ^ 
Milwaukee, Wis. 53201 

The Ceijiter for Curriculum 
Development,' Inc. 

401 Walnut Street 

Phii^elphia, Pa. 19106 
(Formetly /isduc. Div." of 

Chiltion^ Books) 

Childrei1^/s Press, Inc. 
1224,1 VanBuren Street 
Chicago, III. 60607 

1/ 

i'' • 
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Doubleday & Company, Inc. 
Garden City, New York 

The Economy Company 
Box 25308 

Oklahoma City, Oklahoma 73125 

Encyclopaedia Britannica 
Educational Corporation 

425 N. Michigan /Avenue 

Chicago, 111. 60611 

Fideler Con^.*any 
31 Ottawa N. W. . 
Grand Kapids, Mich. 4^902 

Field Educational Piiblicatiohs , 
Inc. 

609 Mission Street 
San Francisco, Cc^if. 94105. 
(Formerly Heirr Wagner P\iblishing) 

Field Enterpisdses Educational 
Corporation 

.510 Merchandise^^art Plaza 

Chicago, 111. 6d654 



Follett' Publishing Company 
1010 W. Washington Blvdv. 
Chicago, 111. 60607 \ 




H* Freeman & Company 
660 Market Street 
• San Francisco, Calif. 94104 

Geurrard Pi±»lishing Company 
1607 N. Market Street 
Chanipaign, 111. 61821 

Geographical Publishing Company 
20178 Parkside Drive 
ftocky River r Ohio 44116 

Ginn & Company 

450 W. Algonquin Road 
Arlington Heights., Ill . 60005 

Gregg Publishing Company 
Division of McGrawKill 
Book Co . 

Grolier Educacional Corporation 
575 Lexin'^ton Ave. 
New York, K. Y. 10022 

Har court Brace Jovanovich, Inc. 
7555 Caldwell Ave. 
Chicago, 111. 60448 

Harper & Row Publishers, Inc. 
2500 Crawford Avenue 
Evanston,. 111. '60201 

D. C. Heath & Company 
2700 N. Richeurdt Ave. 
Indianapolis, Ind. 46219 



Holt , Rinehart & Winston, In^ 
383 Madison Avenue 
New York, N. Y. 10017 



Hoiighton-Mif flin Conipaiiy 
1900 S. Batavia Avenue 
Geneva, 111. 60134 

Laidlaw Brothers, Inc. . 
Thatcher & Madison 
River Forest, 111. 60305 

Latin American Institute Press 
Inc . 

200 Park Avenue South 
New York, N. Y. 10003 

J. B.. Lippinbott Conpany 
East Washington Square 
Philadelphia, Pa. 19105 



Bamell Loft Ltd. . 

111 South Center AveT*^ 
Rockville Center, N. Y. 

Lyons & Camahan 

407 East 25th Street 
Chicago, 111. 60616 \ 

McCormick-Mathers Publishing 
Company. 

Wichita, Kansas 67201 

McGraw-Hill Book Conapany, 
Inc. 

330 W. 42nd Street 

New York, N. Y. 10036 . 

Maanillan Company 
866 Third Avenue 
New York, N. Y. 10022 

Charles E. Merrill Publishing 
Company 

1300 Alum Creek Dr. 

ColunibuS; Ohio 43216 

Noble and Noble P\iblishers, 
Inc. 

750 Third Avenue 

New York, N. Y. 10017 

North Dakota Studies 
School-book Division 
Box 22S 

Bismarck, North Dakota 58501 

Open Court Publishing 
Company 

LaSalle, 111. 61301 

Prentice-HcQ.1, Inc. ^ ^ 

Englewood.Cliff, N. J. 07632 

Randi McNally & Company 
P. O. Box 7600 
Chicago, 111. 60680 

i^^liam H. Sadlier# Inc. 
iSs^eurk Place 
New ^prk. New York 

Science Res^rch Associates 
259 East Erie^Street 
Chicago, 111. 60611 
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Scott, Foresman & Company 
1900 East Lake Ave. 
X Glen view, 111. 60025 



H^arr Wagner Publishing Company 
Now Field Educational 
Publications 



Charles Scribner's Sons 
597 Fifth Avenue 
'New Yorkf N. Y. 10017 

Silver Burdett Company 

460 South Northwest Highway 
Park Ridge, 111. 60068 

Randon House/Singer School 

Division 

201 East 50th Street 

New York, New York' 10022 

South-Westem Publishing Company 
5101 Madison Road 
Cincinnati, Chic 45227 



J. Weston Wedch 

1145 Congress Street 
Portland, Maine 04102 

Franklin Watts 

Division of Grolier Society 

Webster Publishing 

Division of McGraw-Hill Book 
Company 

John Wiley and Sons 
605 Third Avenue 
New York, New York 10016 

Zaner^Bloser Company 
612 N, Park Stretit 
Columbus, Ohio 43215 



NORTH DAKOTA SCHOOL SERVICE ASSOCIATION 



Pvem Sedveson 
President-Elect 



Luther Kristensen . 
Sec. -Treasurer 
914 21st Avenue South 
Fargo, North Dakota 58102 



William J* Peterson 
President 



BOOK PUBLISHIMG COMPANIES 



Addis on-Wes ley Pub. Co., Inc. 
106 West Staipn St. 
Barrington, 111. 6Q010 
Donald Holmbcrg 
234 N. Starr Ave. 



New Richmond, Wis. 
Tel. 715-246-4614 
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Allyn and Bacon, Inc. 
' Rockleigh, New Jersey 07647 
Eugene A. Lxindberg 
418 N. E. 9.th St. 
Madison, S. b. 57042^ 
Tel. 605-256-4204 

Americana Division 

Grolier Educational Corp* 

845 Third Avenue 

New York, N. Y. 10022 

Melville Skoog 

1311 8th Ave. S. E. 

St. Cloud, Minn. 56301 

Tel. 612-252-2444 
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American Book Co* 
McCortffick-Mathers , Inc * 

300 Pike St* 

Cincinnati, Ohio 45202 

Ted Oberg v 

1434 nth. Ave. S. 

Fargo, ,N* D. 58102 

Tel. 701-232-3405 

Associated Librouries, Inc* 
Charles W* Cleurk Co*, Inc. 
Elk Grove Press, Inc., 
Libra, Inc. 

Stephen^S * Badger, Bookseller 

Houte 1, Box 528 B 
.Excelsior, Minn. 55331 

Tel. 612-474-6418 

Children's Press 

Chicago, Illinois 60607 



E. M. Hale Company 

Eau Claire, Wise." 54701 
Driggsc Samarza 
2476 Dunwoody 
Wayzata, Minn. 55391 
Tel. 612-471-9795 

Educator Progress Service, Inc. 
212-214 Center St. 
Randolph, Wise. 53956 
Bumie C. Ness 
Str\im, Wisconsin 54770 
Tel. 695-3544 

Educators Service Incorporated 
Behavioral Research Laboratories 

6887 Washington Ave. S. 

Edina, Minn. .55435 

J. P. Wagner 

825 Grove St. S. ' 

Hutchinson, Minn. 55350 

Tel. 612-897-6443 

Encyclopaedia Britannica Ed. Corp. 
Instructional Materials Division 
Thomas L. Matteson, Dist. Manager 
Route No. 3 - Box 81 
Forest Lake, Minn. 55025 
Tel. 612-464-2372 

Follett Educational Corporation 
1010 W. Washington Blvd. 
Chicago, 111. 60607 
Byron H. Mason 

606 Acorn Lane, P. 0. Box 166 
Mora, Minn. 55051 
Tel. 612-679-1620 

Frontier Book Dist. Co. 

Bowmar Records & Publications 
Lowell E. Brown 
Box 193 

Balsam Lake, Wise. 54810 
Tel. 715-485-3445 

Ginn and Company \ 
450 West Algonquin Road \ 
Arlington Heights, 111. 6000 \ 
William J. Peterson 
1333 10th St. S. 
Fargo, N. D. 58102 
Tel. 701-235-1929 



Gregg Division 
McGraw-Hill Book Company 

Manchester Rd. 

Manchester, Mo. 63011 

Tel. 314-227-1600 

James R. Spadaccini 

8010 Queen Ave. S. No. 207 

Minneapol is , Minn . 55431 

Tel. 612-881-1491 

Grolier Educational Corporation 
New Book of Knowledge fk: 
Encyclopedia International 
Division 
845 Third Ave. 
New York, N. Y. 10022 
George Schlagenauf 
4909 Arden Ave. [ 
Minneapolis, Minn. 55424 
Tel. S12-926-079lp 

Harcourt Brace Jovinovich, Inc. 
7555 Caldwell Ave. 
Chicago, 111. 6cl648 
Peter Geyermaui . \ 
P. O.^Box 755 \ 
Huron, S. D. 57350 

Harper and Row Publishers 
2500 Crawford Ave-. 
Evanston, 111. 60201 
Tel. 1-312-475-8600 
Bill Claypool 
1610 Maple Knoll Dr. 
St J Paul, Minn. 55113 
. Tel. 612-646-0349 

D. C. Heath Co. 
Noble & Noble Publishers, Inc, 
Taylor Publishing Co. 
Pawnee Publishing Co. 

William G. Elliott* Ed. Rep. 

Frederick, S. D. 57441 

Tel. 605-329-5713 

Holt, Rinehart & Winston , Inc . 
645 N. Michigan Ave. 
Chicago, 111. 60611 
Robert S. Pedersen . 
2006 4th St. 
Bismarck, N. D. 58501 
Tel. 701-J23-9676 
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Houghton-Mifflin Company 
Geneva, 111. 60134 
Tel. 312-232-2550 
Edward A. Kail a 
Box 3002 

Fargo, D. 58102 
Tel. 701-232-0663 

Laidlaw Brothers, Inc. 

Division of Doubleday & Co. 

Thatcher & Madison 

River Forest, 111 . 60305 

Dennis Schuschke 

1145 10th St. N. 

Fargo, N. D. 58102 

J. B. Lippincdtt Co. 
East Washington Square 
Phil^Adelphia, Pa. 19105 
Bob Sorenson 
501 1st Ave. N. E. 
Frederick, S. D. 57441 
Tel. 605-329-5802 

Lyons and Camahan 
407 East 25th St. 
Chicago, 111. 60616 
Tel. 312-225-7200 
T. R. Workman . 
Lidgerwood, N. D. 58053 
Tel. 701-5761 

The Macmillan Co. \ 
539 Turtle Creek S. Dr. 
Indianapolis, Ind. 46227 
Bill Hay 

4821 W. 96th St.^ 

Shawnee Mission, Kan. 66207 

Tel. 913-648-1817 

Charles E. Merrill Pub. Co. 
1300 Alum Creek Dr. 
Columbus, Ohio 43216 
Don W. Johnson 
Box 399 . 

Red Lodge, Mont. 59068 
Tel. 406-446-1284 

Oddo ^Publishing Co. 
Fayetteville, Ga. 

Parents Magazine Press 
New York, N. Y. 



Fianey Co., Guidance & 
Counseling Materials 

Minneapolis, Minn. 

K. E. Bachman, Ed. Rep. 

1120 S. University Dr. 

Fargo, N. D. 58102 

Tel,. 701-237-6829 

R£md, McNally & Con^any \ 
Hubbard-McNally & Company 

P.O. Box 7600 

Chicago, 111. 60680 ^ 

Hubert Zervas 

5401 Interlachen Blvd. 

Ediha, . Minn. 55436 

Tel. 612-925-1303 or 
612-338-3341 

Randon House/Singer School Division 
2590 E. Devon, Suite 102 
Des Plaines, 111. 60018 

Scholastic Magazines & 
Book Services 

902 Sylvan Ave. / 

Englewood Cliffs, N. J. 07632 

Charles L. Schmalbach 

2018 N. Sherman Ayenue 

Madison, Wisconsin 53704 

/■ 

Readers Digest / , 
Educational Services 

Pleasantville, New York 10570 * 

Ed Krisch 
' 194 Wildwood Ave. 

White Bear Lake, Minn. 55110 
" Tel. 612-426-2069 

Science Research Assoc., Inc. 
259 East Erie St. 
Chicago, 111. 60611 
James F. Mendenhall 
East Shore Dr. . . 
Detroit Lakes, Minn. 56501 

Scott Foresman Company^ 
1900 E. Lake Avenue 
Glenview, 111. 60025 
George Lindberg ^ . 

526 East B£Uicrof 
Fergus Falls, Minn. . 56537 . 
Tel. 218-739-9032 - 
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Silver Burdott Company 
460 S. NW Hwy. 
Park Ridge, 111. 60068 
George W, Cooper 
712 E. 6th St, 
Willmax, Minn. 56201 
Tel. 612-235-5584 

South-Westem Piiblishing Co, 
5001 W. Harrison St. 
Chicago, 111. 60644 
James Fagerstrom 
726 6th Ave. N. E. 
Valley City, N. D. 58072 
Tel. 701-845-3285 



Webster Division 
McGraw Hill Book Co. 

Manchester Rd. 

Manchester, Mo. 63011 

Tel. 314-227-1600 ' 

Willard "Sam" Biederstedt 

505 North High 

Aberdeen, S. D. 57401 

Tel. 605-229-1391 

World Book Encyclopedia 
Childcraf t, Worl<^ Book,- 
Dictioncur^ & Atlas 
1707 S. University Dr. 
Fargo, N. D. 58102 
Robert Peldo - Branch Manager 
Tel. 701-232-1108 



EDUCATIONAL SERVICES AND EQUIPMENT COMPANIES 



American Linen Supply 
Midland Laboratories 
Sunray Products, Inc. 
Cliarles I. Brair^ll 
408 3rd St. N. W. 
Mandan, N. D. 58554 
Tel . 701-663-8048 

Bed four Co. 

Attleborc , Mass . 
Western BeQfour Co. 
Taylor Publishing Co. 
DeMoulin Bros. Co. 

Duane Brekke 

407 18th Ave. S. W. 
' Minot, N. D. 58701 

Tel. 701-838-4389 

Roger Peet, Jr.' 

309^ E. Main 

Bismarck, N. D. 58501 

Jerry Peterson 

909 16th St. S. 

Fargo, N. D. 58102 
! Tel. 701-293-6020 

Binney Smith, Inc. 
380 Madison Ave. 
New York, N. Y. 10017 
Richard B. Catton 

. 6020 Chestnut Rd. 
Moiind, Minn. - 55364 
Tel. 612-T472-r3808 - 
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Bower and Haack, Inc. 
2386 Territorial Rd. 
St. Paxil, Minn. 55114 
R. H. Andersen, Dist. Mgr. 
P. O. Box 631 
Bismarck, N; D. 58501 

Colbom School Supply 
L. G. Fergubon 
Box 971 

Bismarck, N. D. 58501 . 

Tel. 701-255-0194 

Frank cC. Holbrook 

1615 6th St. N. W. 

Minot, N. D. 5870.1 

Tel. 701-838-2459 

Robert M. Hendry 

1110 Reeves Dr. 

Grand Forksr N. t). 58201 

Tel. 701^775-6700 

Denoyer Gepp€^r fii^id 
Populcu: Science^ A-V 

Chicago, Illinois 

Al.Sater 

Route 4 ' ^ ■ ' 

Princeton, Minn. 55371 
Tel. 612-389-3855 ; 

Dinger-Graf Phdtograjshers 

School Photography ' Specialists 
Studios in Aberdeen, S. D., 
Britton^ S. D., Claifkr S, D,, 
and Eliendaler N. oD. 
. Rolind V. Dinger , ' 

\ 331 jpart Ave^ • ^ ' 
Aberdeen, S. DJ 57501 
Tel. 605-225-3561 | 



Fargo Pap^ar; Co^ 

C. "Chris" Welle 
2018 Assumption Dr, 
Bismarck, N. D. 58501 
Tel. 701-255-2740 

Globe -Gazette Printing Co. - 

518 Dakota Ave. ' r ,/\ 

Wahpeton, N. D. 58075 • 

Joe Bla^ser ^ 

110 E. Kavaney Dr. 

Bismarck, N. D. 58501 

Tel. 701-223-9545 * 

Hilly ard 

H. G* "rUke" Heller 
517 S. University Dr. 
Fargo, N. p. 58102 
Tel. 701-235-8970 

Horace Mann Educators 

Luther Kris tensen^ 

914 2l3t Ave. S. 

Fargo, N. D. 58102 

Tel. 701-237-5698 
^ Jasnes Kennedy 

1140 S. Highlamd Acres 

Bismarck, IV. D. 58501 

Tel. 701-255-2628 

Robert L. Comeau 

Box 474 

Minot, N. D. 58701 
Tel. 701-237-56 
Frank Burkholder 
Box 1674 

Grand Forks, N. D. 58201 

Huntington Lab. , Inc. 
E. J. "Sparky" Ccyle 
503 S. 9th St. 
Moorhead, Minn. 56560 
Tel^ 218 - CE 32-501' 

Josten's -American Yeaurbook Co. 
Collegiate Cap & Gown Co. 
Arland "Mud" Waters 
60 N. Woodcrest Dr. 
Fargo, N. D. 58102 
Tel. 701-293-7966 
Mark G. Line 

1814 LaForest, Box 705 , 
Bismarck, N. D. 58501 
Tel. 701-255-4129 
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Josten's >- . 

Owatonna, Minnesota 
Larry Gregerson 
Box 707 ; ; ; 

Fargo, N. D.; 58102 
Tel. 701-237-4591 

D. Joyce Photography- 
School Photography 
Dennis E. Joyce 
Box 1816 
234 W. Broadway 
Bismarck, No p. 58501 
Tel. 701-255-0175 

Longwin International 

Symbol Communication Technique 
\ Self Scoring IQ Tests 

K. E. **Ken*' Bachman, Rep. 
\ 911 8th St. N. 

Fargo, N. D. 58102 
'Tel. 701-237-6829 

Lystad' s Inc. " 

901 University Ave. 
Grand Forks, N.D. 58201 
Jim Powers^ 
534 Harvard 

Grand Forks, N. D. 58201 
Tel. 701-775-6283 

Mon -Dak Chemical & Supply Co. 
Miiiot, N. D. 58701 
Tel> 701-838-8268 
Rayi Meier 
501 9th Ave. S. E. 
Minot, N. D. 58701 
Tel.; 701-839-3372 

National School Studios, Inc. 

7800 Picture Dr. 

Bloomihgton, Minn. 55435 

Bob Shelver 

207 Souris Dr. 

Minot,, N. D.' 58701 ' 
• Tel* 701-839-5849 
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Northern School Supply Co. 
Tei; 701-232-4443 
Otto Lande 
1207 Ridgeview Lane 
Bismarckr D. , 58501 
tel. 701-223-2270 
Evan Salveson 
402 31st Ave. N. 
Fargo, N. D. 58102 
Tel. 701-235-4631 
Ken Willey 

222 Conklin 

Grand Forks, .N. D. * 58201 

Tel. 701-775-6444 

Dale Sollin 

1015 18^ Ave. S. W. 

Minotr N. D. 58701 

Tel. 701-838-4298 

Northwest Leasing Corp. 
4025 W. Main, Box 771 
Fargo r N. D. 58102 
Fay Fisher 
4025 W. Main 
Fargo, N. *D. ' 58102^ 

Northwest Sporting Goods, Inc. 
15 1st St. S. W.' 
Minot, N. D. 58701 
Tel. 701-838-1727 ' 
Art Lee 

409 24th St. N. W. 
Minto, N. D. 58701 
Tel. 701-839-3892 

O. M. F.r Inc. 

School Equipment & 
MatericLLs Div. 

223 Maiii Ave. 
Bismarck, N. D. 58501 
Tel. 701-223-6250 
Marvin Buck, Rep. 

Box 1876 

Bismarck, N.*- D. 58501 

The Parawax Company 
l200rl8 3rd St. . 
Council Bluffs, Iowa 51501 
Tel. 712-328-3028 
Oirel Haug, Rep. 
814 10th Ave. S. 
Moorhead, Minn . 56560 



Perfect Subscription Co. 
Perfect School Plan 
Perfect Candy. Plan 

841 Chestnut St, 

Philadelphia, Pa. 

Tom C rouse 

923 N. 9th" 

Bismarck, N. D. 58501 
'Tel. 701-255-4495 

Sargent Welch Scientific Co. 
Skokie, Illinois 60076 
Robert T. Lovell 
6540 E. River Rr., No. 241 
Fridley, Minn. 55432 

School Form & Supply Co., Inc. 

613 E. Jefferson St. 

Arcadia, Wise. 54612 
. John J. Hilley 

1325 Meredith Dr. 

Bismarck, N. D. 58501 

Stein ChemicaLl Co. ' ' 
P. O. 'Box 248 
Moorhead, Minn. 56560 
Tel. 218-233-2728 
Frank Weirich 
63 6tli Ave.. N. 
Fargo, N. D. 58102 
Tel 701-235-4309 
" Oscar Rath 
Bismotrck, N. D. 58501 
Tel. 701-223-0134 

Taylor Audio-Visxial, Inc. 
Edward C. Taylor 
454 Idaho S. E. 
Huron, S. D. 57350 
Tel. 605-352-3205 
Phil Hunt 

Bismarck, N..D. 58501 
Robert Shirley 
2310'^N. Elm St. 
Fargo, N. D. 58102 
, : Tel. 701-232-7236 

Welter Electronic Company 

Erwin H. Wolter 
^ 716 1st Ave. N. 

Box 2143 .. . 

Fargo, N. D. 58102 
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